Job Description
Title 

Senior Department Manager                      

                    Department                    01          Position Reports to       Director  

     

       
        Date 04/05/2021
FLSA FairPay Status:       X     Exempt (see attached questionnaire)
          Non-Exempt

Company Conformance Statement

In the performance of their respective tasks and duties, all employees are expected to conform to the following:

· Perform quality work within deadlines with or without direct supervision.

· Interact professionally with other employees, customers and suppliers.
· Communicate effectively to employees and clients to ensure quality product.

· Work effectively as a team contributor on all assignments.

· Work independently while understanding the necessity for communicating and coordinating work efforts with other employees and organizations.

I.
General Summary – In two to four sentences state the major purpose, objective or functions of the position.

Oversee the proper coordination of projects and staff to ensure project timeliness, budgets, QAQC, and client overall satisfaction.  Manage team to ensure their professional development, goals, and objectives are met while reducing CCA’s potential for liability.  Establish and maintain existing clients and build new client list while generating revenue to support company goals.  Participate in maintaining quality control, evaluate quality, and continually improve overall department procedures. Consistently exercise discretion and independent judgment in performance of the duties described below.
II.
Principal Duties, Responsibilities and Essential Functions – Briefly describe the work actually performed and list in order of importance.  Begin each sentence with an action verb, such as assists, plans, advises, performs, administers, etc.  Focus on the purpose of the function and the results to be accomplished.
1. Work with Director to provide support in the leadership and guidance to department employees.

2. Participate in developing and/or maintaining department procedures and goals and help communicate to employees.

3. Manage projects properly to ensure they are profitable, within budget, and completed on time. 
4. Develop and establish client relationships and maintains existing clients/client satisfaction 
5. Ongoing QAQC development of staff and projects to reduce CCA liability and increase productivity. 

6. Determine priorities, delegate responsibilities, and ensure department and clients’ needs are met.

7. Anticipate issues that affect the department and work with Director to efficiently provide a plan to address these issues.

8. Business development

9. Generate Department revenue. 

10. Effective team management to ensure professional development of staff and their compliance with company policies and procedures. 

11. Perform duties of Industrial Hygienist.

12. Performs other duties as assigned.
III.
Background
A. Supervision – List the number of people this position supervises, if any, either directly or through subordinates and describe the degree of supervision.

May supervise three to six employees.
B. Confidentiality – Describe the exposure level to confidential company information.  Explain the type of data handled.    
Moderate to high exposure level.  Position privileged to certain salary levels, profit/loss margins, etc.
C. Mental Application – Describe the nature of the decision-making ability the position requires versus the extent to which the work is governed by established policies and procedures.
High level of decision making required for this position.
D. Responsibilities – State the extent to which an error in judgment on the job would result in loss of time, expense, or public/employee goodwill.  
This position weighs heavily on proper and timely decision making.  Errors may cause loss of client, reputation and can result in lawsuits and job injuries.
E. Contacts/Internal and Public – Describe the level of contact with others outside and within the organization.  Consider the level of topics discussed, as well as the number of contacts and their effects on company operations.    
Position involves direct contact with client decision makers.  Improper discussions or wrong information may be detrimental to CCA.
F. Magnitude and Scope – List the types and amount of expenditure the position is authorized to approve, if any.  If applicable, state the amount of annual sales or other income produced by the position or under the position’s direction and/or the amount of annual payroll under the position’s supervision.

No direct approval authorization level.  Position may produce as much as $350,000 annually of self-generated revenue.
IV.
Conditions and Equipment
A. Working Conditions – List the conditions under which the job is performed.

Field site visits, normal office conditions.
B. Equipment Operation – List the equipment and/or computer software packages this position would use that require some knowledge and skill for usage.
Computer, MS Office, Ajera, microscope, air sampling pumps and equipment and general hand tools, industrial hygiene sampling instrumentation.  Also XRF machine, all-terrain vehicle (ATV), reliable vehicle and valid driver’s license required.  Extensive driving may be required.

V.
Specifications – List the knowledge, skills and abilities required or preferred for this position.  (Include required licenses or certifications.) 
A.  Education 

      Required  3+ IDPH (Illinois Department of Public Health) Asbestos/Lead licenses
      Preferred 
B.  Experience                
Required  5 years experience as an IDPH Asbestos/Lead professional
      Preferred
C.  Abilities

Required  Excellent communication skills, management skills, team leader
      Preferred
VI.
Reasonable Accommodation – List the essential functions of the job and indicate if these functions can be performed with or without reasonable accommodation.

See attached ADA Checklist for Physical Activities & Requirements, Visual Acuity, and    Working Conditions of the Position.
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