JOB DESCRIPTION

	JOB TITLE:  Asbestos Resource Program Operations Manager

	JOB CODE:



	DEPARTMENT:  Asbestos Resource Program
SUPERVISOR’S TITLE:  Director

	FLSA STATUS:



	POSITION SUMMARY

Under direct supervision of the Asbestos Resource Program (ARP) Initiative Coordinator, performs professional, administrative, limited supervisory work, and operational level work (in-field inspections) implementing components of the Asbestos Resource Program. Work will be focused on implementing and enforcing public health ordinances with the goal of which is the community-wide reduction in exposure to Libby Amphibole, an asbestos-like group of minerals, the source of which in the community is the nearby historic mining of vermiculite.  This position will require significant communication with local citizens, contractors, local government officials and staff, and coordination with the Libby Asbestos Project team (U.S. EPA / Montana Department of Environmental Quality and their contractors). 
Day-to-day work activities will include management of information and tasks with ARP, responding to information requests from property owners/contractors, performing sampling protocols with different types of media, interpreting inspection and sample analysis data, completing interior and exterior property inspections (including environmental sample collection), issuing permits for specific projects, providing information/education to contractors and tradespeople, and other duties as assigned. This position will also cross-train with other ARP Operations Managers in responding to information requests from property owners/contractors, interpreting inspection and sample analysis data. All activities will require a significant level of communication with the public, community organizations, contractors/tradespeople, and local/state/federal government agency staff. Work activities will often require computer skills for communication with the public via email, basic knowledge of Microsoft Word, Excel, software programs for creating construction designs, as well as data tracking and entry into the LCARP Response Manager database. The use of personal protective equipment (including respirators, Tyvek suits, safety glasses, etc.), and occasional access to tight spaces will be required. Field activities will require work in adverse weather/environmental conditions.
Tracking and responding to PEN requests: recording PEN requests that come in through the ARP website or the ARP hotline; communicating with ARP staff to coordinate site visits
Tracking and developing property reports: working with the public, property managers, including realtors, to receive updates on new property purchases; researching property files; generating status letters and sending them to new property owners; follow-up with new property owners with any questions.
Updating Response Manager: working with data collected from on-site inspections, lab analysis, soil sampling and abatements, and entering data into the DEQ Response Manager database. Tracking status of properties within Libby and Troy.

Developing outreach material/activities: inform the community of the hazards of LA; identification of LA source materials; methods for reducing exposure. Outreach programs may include coordination with the local school system, community organizations, and community events


ESSENTIAL FUNCTIONS

1. Nature of work: This position involves management and investigative duties requiring the organization and coordination of a variety of electronic data tracking and field services aimed at the reduction or elimination of public exposure to Libby Amphibole.

2. Personal Contacts:  Frequent contact with the public, coordination of activities with other county employees and departments, the United States Environmental Protection Agency, the Montana Department of Environmental Quality, and the City of Libby and City of Troy officials.

3. Supervision Received: Receives direct guidance from the ARP Director 
4. Supervision Exercised: This position involves support and coordination of the daily activities of the ARP and staff.
DUTIES AND RESPONSIBILITIES

· Implements and enforces the Asbestos Resource Program’s initiatives.
· Reports directly to ARP Director
· Supports activities of other ARP Project Managers.
1. Cross-Functional Support: Step in to support other roles as needed to ensure organizational goals are met. This includes responding to and tracking Montana811s, creating construction designs and statement of work documents, property file data entry, tracking, auditing and other assigned duties. 
2. Monitor and manage task assignments to ensure the workload is distributed fairly and work collaboratively with team members to achieve ARP’s collective goals.

3. Ensure all ARP data is accurately documented, maintained, and promptly uploaded to the Response Manager and ARP Databases. 
· Perform sampling protocols with different types of media (i.e., soil, bulk, air). Follow instructions to accurately prepare and submit samples to the laboratory for analysis. Track and upload lab results and data to Response Manager and ARP databases.
· Interprets data collected from individual properties to determine previous investigation findings and removal activities, and communicate this information with property owners
· Oversee the organization and upkeep of the new staging yard

· Compile and submit monthly inventory reports for review
· Perform site visits to properties via PEN and Montana811 UDIG requests and provides guidance on BMPs to reduce exposure to LA.
· Respond to and track ARP Hotline calls/requests

· Develop, support the creation of, and provide quality assurance for sampling and abatement scope of work documents for contractor assigned projects

· Coordinate with and provide oversight for asbestos removal contractors preforming abatement and sampling at the direction of the MT DEQ and LCARP. 
· Inspect residential and commercial properties to determine presence /absence of mine-related asbestos/vermiculite and Libby amphibole source materials

· Thoroughly document all inspection and communication activities both written and electronic
· Investigate public complaints or information requests related to the Asbestos Resource Program
· Enforce violations with the assistance of the County Attorney or City Attorneys

· Perform other work-related duties as assigned by the ARP Director
SCOPE OF RESPONSIBILITY

Evaluation of this position will be based primarily upon the preceding job description requirements and duties.  Examples of job performance criteria include, but are not limited to, the following:

· Performs assigned duties 

· Displays excellent written (including electronic documentation) and verbal communication skills Maintains accurate and timely records of daily activities
· Processes expenditure claims in a timely and accurate manner

· Responds to public inquiries and complaints
· Operates within approved ARP-DEQ Program budget

· Provides information and education to the public as needed
· Educates businesses and the public regarding the Asbestos Resource Program’s function, resources and initiatives
· Displays tact, consideration, and cooperation when dealing with the public

· Establishes and maintains effective working relationships with fellow employees, supervisors, and the public

JOB SPECIFICATIONS
Education:  The knowledge, skills, and abilities required by this position are typically acquired through a combination of education and experience equivalent to a college degree (AA, BS, or BA) in environmental science, engineering, physical sciences, or public health. Experience in a management/direct supervision role will be considered a plus but not required.
Experience: This position requires a minimum of 5 years of experience within the Libby Asbestos Superfund project. While not required, the position is best filled by an individual with a working knowledge of the health impacts and inspection/identification of asbestos, and the implementation of regulatory programs. Experience with residential construction and general asbestos inspection/abatement will be considered a plus but not required.
Knowledge, Skills, Abilities, and Competencies:  
· Excellent verbal and written communication skills

· Time management: ability to complete assigned duties in an efficient and timely manner

· Problem solving: ability to assess unique field situations and provide recommendations for solutions
· Work safely: ability to complete assigned duties in a safe manner and to identify, evaluate, and resolve unsafe conditions and procedures as they arise

· Critical thinking: ability to interpret inspection and environmental sample analysis data

· Physical: ability to work in a variety of environmental/seasonal conditions and locations, ability to lift and carry inspection equipment including ladders, vacuums, personal protective equipment, hand tools, etc.
· Will be required to access/enter tight spaces i.e. attics/crawl spaces for inspections.  
