CITY OF PIKEVILLE

Job Description

Job Title: 



Environmental Coordinator
Name:

Department: 



Administration

Immediate Supervisor:


Supervisors Title:



Operations Manager 
Summary 
Will be responsible for assigned area within the City of Pikeville and given such authority as granted by city ordinance to enforce the compliance of environmental nuisance within the corporate boundaries.   Will communicate with business, residents and property owners of any violations and create an action plan and time line to correct such violations.  Will issue citations whenever necessary to enforce compliance with City rules and regulations.  
ESSENTIAL DUTIES AND RESPONSIBILITIES include but is not limited to the following.

Maintain communication with  law enforcement and emergency medical services in order to inform them of potential situations that may have an effect on their department or on the City in general; enforce all building policies as outlined in the Facility Use Agreement and Rules and Regulations; participate in the implementation of life safety and emergency programs as needed for the safe execution of events at the facility and to promote a safe working environment for all employees; using City of Pikeville’s standard policies and procedures as a guide, develop, implement, maintain and enforce operational procedures; and perform other duties as may be required. 
Will patrol city corporate boundaries to ensure compliance of environmental nuisance ordinance.  Will respond to any complaints received under the environmental nuisance code.  Be responsible for contacting violators, issuing a citation, and creating an action plan and time line to fix complaint.  Will take appropriate action in violators who refuse to correct violation or pay fine by addressing issue with city attorney and perusing small claims action or other legal actions if necessary.   Will create work orders of any issue that would be in public way and thus being cities responsibility to correct.  Work order will be e-mailed to city service contract provider immediately.  Will follow up to ensure all work orders have been received and have a plan of action by the city service provider to correct the issue within a reasonable amount of time.

Other duties and responsibilities may be assigned as needed or required by the city.

SUPERVISORY RESPONSIBILITIES 

None
QUALIFICATIONS  

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the job duties.

 LANGUAGE SKILLS 

Ability to read, analyzes, and interprets general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

MATHEMATICAL SKILLS 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

REASONING ABILITY 
While performing the duties of this job, the employee is frequently exposed to fumes or airborne particles, moving mechanical parts and vibration. The employee is occasionally exposed to outside weather conditions.
Physical Demands
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.
While performing the duties of this job, the employee is regularly required to talk and hear. This position is very active and requires standing, walking, bending, kneeling, stooping, crouching, crawling and climbing all day. The employee must frequently lift and move items over 50 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.  

PHYSICAL DEMANDS  

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to use hands to finger, handle, or feel and talk or hear.  The employee frequently is required to sit.  The employee is occasionally required to stand and walk.  The employee must frequently lift and/or move up to 50 pounds.  Specific vision abilities required by this job include close vision, and ability to adjust focus.

WORK ENVIRONMENT  

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is occasionally exposed to risk of electrical shock.  The noise level in the work environment is usually moderate.

DESIRABLE, PERSONAL, AND CHARACTER QUALIFICATIONS

1.     Good character, courteous, and pleasant mannerisms.

2.     Must have patience, tact, and cheerful disposition and enthusiasm.

3.     Must have integrity, initiative, and good judgment and be trustworthy and honest.

4.     Must be neat in appearance and possess a high degree of cleanliness and personal hygiene.

5.     Must be willing to cooperate and work with all personnel.

I have read the above job description and fully understand the requirements set forth therein.  I agree to abide by the requirements and will perform all duties and responsibilities to the best of my ability.
· Additional duties may be assigned 
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DATE



SIGNATURE OF EMPLOYEE
_________________


____________________________

DATE



OPERATIONS OFFICER
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