
Job Description
Title 

Senior Project Manager
  

                    Department                    01          Position Reports to Director
 

          


  
      Date       09/04/2018





TITLE 
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.

· 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.
Perform senior level work related to EERC department projects including performing Phase I Environmental Site Assessments, investigation reports, and overseeing field staff when requested.  Manage environmental construction projects.  Conduct other environmental services including Tier II modeling and evaluation and review, hazardous waste remediation design, attain NFR and NFA letters through SRP and LUST, and RCRA compliance and audits.  Conduct proposal development.  Consistently exercise discretion and independent judgment in performance of the duties described below.  See American Society for Testing and Materials (ASTM) Designation E 1527-05, definition of environmental professional, page 1797, section X2, 40 CFR.10.
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. Communicate ideas and recommendations to clients while understanding their concerns and needs and while providing assistance associated with environmental concerns. 

2. Attend client and project meetings to establish an environmental scope of work and recommend ideas to lessen the disturbance of hazardous materials during proposed construction activities.

3. Manage environmental construction projects and budgets.

4. Manage all assigned projects properly to ensure they are profitable, within budget, and completed on time.

5. Respond to emergency situations and concerns quickly, communicate important facts to supervisor, and manage the remediation activities to completion. 

6. Maintain existing clients/client satisfaction. 

7. Determine how waste should be disposed of at remediation sites by interpreting analytical data and utilizing objectives as described in the Illinois Pollution Control Board regulations.  Make recommendations to client of most cost-effective solutions to resolve environmental issues. 
8. Conduct and/or supervise staff who conduct Phase I and II Environmental Site Assessments.
9. Perform and/or supervise staff who perform remediation field work, Tier II modeling and evaluation, hazardous waste remediation, SRP projects, LUST and RCRA, and Phase III Remedial Design.
10. Manage work with subcontractors and client’s project manager.
11. Assist client in obtaining NFR (No Further Remediation) letter.
12. Assist in generating proposals for new clients and new business.

13. Work closely with the Director of Environmental Engineering for department efficiency related to personnel, scheduling and equipment.

14. Perform proposal development.

15. Perform 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 Environmental Specialists.  Supervision may include instruction regarding assignments, procedures to perform assignments, quality assurance/quality control and oversight of staff while performing assignments.
B. Confidentiality – Describe the exposure level to confidential company information.  Explain the type of data handled.    
High level of confidentiality.  Handle project data and client correspondence such as site inspection, confidential client information, and project budget.
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.
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.  
Errors in judgment could delay project completion, increase project budget/cost to CCA, impact company reputation and client satisfaction.
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.    
High level of contact with employees of CCA and subcontractors.  High level of direct client contact.  
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.

Authorizations for expenditures related to project assignments within project budget and scope of work are allowed for.
IV.
Conditions and Equipment
A. Working Conditions – List the conditions under which the job is performed.

All conditions within the field or office environment.
B. Equipment Operation – List the equipment and/or computer software packages this position would use that require some knowledge and skill for usage.
LogPlot, Photo-Ionization Detector (PID), Penetrometer, Sampling Gear, Surfer, Magmap, AquaSolv, MS Office, AutoCad, reliable vehicle and valid driver’s license required
V.
Specifications – List the knowledge, skills and abilities required or preferred for this position.  (Include required licenses or certifications.) 
A.  Education 

      Required  Bachelor of science degree in geology, environmental science, environmental   engineering, or chemistry, etc., 40-hour OSHA hazwoper
      Preferred.   All of the above plus M.S. in environmental science, chemistry or related degree, Professional Engineer license
B.  Experience
Required  7  years of field experience conducting Phase I and II Environmental Site Assessments and minimum of 3 years experience managing environmental construction projects experience in Tier II modeling and evaluation, hazardous waste remediation, SRP projects, LUST, and RCRA
Preferred 
C.  Abilities

Required  Good communication skills, computer skills, self motivated, orientation towards results (meeting deadlines).   
      Preferred Marketing/sales talents in addition to above.
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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