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National Older Worker Career Center

SENIOR ENVIRONMENTAL EMPLOYMENT PROGRAM
SEE POSITION DESCRIPTION

The Senior Environmental Employment (SEE) Program is an EPA grant and cooperative agreement program authorized by the Environmental Programs Assistance Act of 1984 (Pub. L. 98-313). The purpose of the SEE Program is  “to utilize the talents of older Americans in programs authorized by other provisions of law administered by the Administrator…in providing technical assistance to Federal, State, and local environmental agencies for projects of pollution prevention, abatement, and control.”

EPA enters into cooperative agreements with national, private non-profit organizations serving older Americans in order to implement the SEE Program. An individual enrolled in the SEE Program is neither a Federal employee nor an employee of the national non-profit organization receiving SEE program funding for the position.  Participants in the SEE Program are called “enrollees.”  

Enrollees can only serve in support positions in which they assist EPA, State, and local government employees in performing their environmental assignments and responsibilities.  Enrollees are not permitted to perform functions that are “inherently governmental.”  These are functions that are so intimately related to the public interest that they require performance by a Federal government employee.  Examples of activities that enrollees cannot perform are listed on pages 9-11 of Chapter 2 of the SEE Program Guidance and Procedures Manual and in the SEE Enrollee Cannot Do List, Figure 2-3 on page 27 of Chapter 2. These documents can be found on the EPA intranet site at http://intranet.epa.gov/ohr/policy/see/chap2_8.htm (See Section 8.C(1)), http://intranet.epa.gov/ohr/policy/see/fig2_3.htm.



Any Position Description which contains duties that the SEE Enrollee is prohibited from performing will be rejected and returned to the originator.

As you draft this Position Description, please keep these prohibitions in mind.












SENIOR ENVIRONMENTAL EMPLOYMENT PROGRAM
INSTRUCTIONS FOR COMPLETING THE SEE POSITION DESCRIPTION FORM

The information requested through use of this Position Description is intended to assist the Senior Environmental Employment (SEE) Program in finding the most suitable candidate for this position.  It will also ensure that all costs, including those for special training and personal safety equipment, required for this position have been or will be included in the budget.  An accurate position description is essential to enable the SEE Program to assign the proper Worker Compensation classification for this position.

1. 	SEE Position Category and Level:   Self explanatory.  If also submitting a SEE Position Requisition Form, please use the same information contained in Sections 1, 4, and the Signature Block of the SEE Position Requisition Form.

2. 	EPA Monitor and Alternate:  Please identify the individual, by name and title, who will be designated as the EPA Monitor for this position.  Also identify an alternate monitor.

The EPA Monitor is the person who is responsible for providing daily direction to the SEE Enrollee and for ongoing monitoring and evaluation of the SEE Enrollee’s work performance.

3.	General Functions:  Provide a brief, concise statement of one to two sentences regarding this position’s functions.

4. 	SEE Position Duties and Responsibilities:  In descending order of importance, list the major duties and responsibilities.  Assign the percentage of time anticipated to be devoted to each major duty; the total should equal 100 percent.

The duties and responsibilities assigned to this SEE Position must not be in conflict with the SEE Enrollees Cannot Do List.  Please cross-check your listing against the “Cannot Do” list and delete any that are prohibited for assignment to a SEE Enrollee.

5. 	Qualifications:	(a) Indicate the minimum educational requirements of this position.  No applicant will be referred that does not meet the minimum educational requirements requested unless (b) relevant experience and/or other training is/are accepted as a substitute for formal education.  (c)  Specify any particular skills, licenses, and or professional experience required of an applicant to be referred for this position.

6. 	Operational Skills:  Specify the types of equipment for which operational expertise will be needed.  Indicate the level of skill proficiency required.      (NOTE: For Safety Equipment required for this position, see Question No. IX.C).

7. 	Training:  Identify any training required by law or regulation for this position and any optional training you would consider funding to assist an applicant with meeting the minimum skill requirements for this position.  If training is required, please budget additional funds on the SEE Program Cost Analysis Worksheet.

8. 	Travel:	Self-explanatory.  If travel is required as part of duties, please budget additional funds on the SEE Program Cost Analysis Worksheet.

9.	Safety Requirements:  Many program activities conducted by the EPA pose health and safety considerations.  Whether conducted within an EPA facility or in the field, these activities may require additional attention to safety training, safety equipment, and medical monitoring.  This SEE Position may be involved in activities in support of EPA employees that  may   pose  health and safety considerations.  Please complete this section as completely as possible.  If safety training, safety equipment, and/or medical monitoring is required, please budget additional funds on the SEE Program Cost Analysis Worksheet.
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SENIOR ENVIRONMENTAL EMPLOYMENT (SEE) PROGRAM 
POSITION DESCRIPTION



	1.   POSITION TITLE, LEVEL AND LOCATION

	SEE position title:

	SEE position level:

	SEE position location will be – Office:

	Division:

	Agency: 

	Region:

	Address:

	City:
	State:
	Zip:

	Approving Official or SEE Coordinator:

Name/Title: 

Phone/Email: 

Signature: ___________________________________________________  Date: ______________________________


	2.   MONITOR INFORMATION

	Monitor Name:

	Alternate Monitor:

	Title:

	Title:

	Phone:  (       )
	Fax:  (       )

	Phone:  (       )
	Fax:  (       )

	Email:

	Email:

	3.   GENERAL FUNCTIONS     (brief, concise one or two sentence statement)                                            

	

	

	

	4.   DUTIES AND RESPONSIBILITIES          (List major duties and responsibilities in descending order of importance with anticipated percentage of time devoted to each duty.)

	
	%

	
	%

	
	%

	
	%

	
	%

	
	%

	
	%

	
	%

	
	%

	
	%

	5.   QUALIFICATIONS

	      A.  Minimum educational requirement (check one):       High school graduate/GED  AA      BA/BS        MA        Ph.D. 
                                                                                                                                               
         Specify area of study (i.e. Agriculture, Chemistry, Biology):  __________________________


	B.  Acceptable Work experience/training as substitute for minimum education requirements: 
          
      Minimum of  ___  years related experience in:  ___________________________; Previous training in:  _____________________________


	C. Special skills, licenses and/or professional experience:



	6.   OPERATIONAL SKILLS                           check all required and indicate proficiency level 

	Computer Operating Systems
□    Windows	
□    Apple/Macintosh
□    Other  _____________		
	Computer Software Programs
□   Word 
□   Word Perfect                       
□   Excel
□   Access 
□   PowerPoint                                
□   Publisher                                    
□   InfoPass
□    Other _____________
                       
	Business Machines 
□   FAX
□   Copy Machine                            
□   Multiple Phone Lines	                                        
□   Scanner
□    Other _____________
                               
	Additional equipment or computer applications not mentioned
□    Other _____________




	7.   TRAINING


	       A.  Does this position include inspection activities?                  Yes       No    
 
       If “yes,” then, as required by EPA orders 3500.1A1 and 1440.2, the enrollee must complete the following training requirements:




	       B.  Does position require ongoing training as mandated by law, regulation, or EPA Order?                                                    Yes       No      
     (SEE enrollees may be required to meet certification standards prior to participating in field work)
                                                             
       If “yes,” please describe:


	       C. Optional training available for candidates who have a few minor skill deficiencies?                  Yes       No    
 
       If “yes,” please describe training:
            

	8.    TRAVEL

	         Does position require access to privately owned vehicle?       Yes       No 
If “yes,” briefly describe under what circumstances

        Please Note: SEE enrollees MAY NOT operate government-owned vehicles.

	         Does position require overnight travel?                                    Yes       No     If “yes,” how often: (# of days, weeks or months):



	         Is travel by air anticipated?                                                       Yes       No     If “yes,” how often: (# of days, weeks or months):



	         Will rental cars be required?                                                     Yes       No     If “yes,” how often: (# of days, weeks or months):



	9.    SAFETY REQUIREMENTS

	         A. Safety Training:  Does this position have assigned activities which pose health and safety considerations?                        Yes       No           
        
          If “yes,” please describe the training required in accordance with EPA Order 1440.2, Safety and Health Requirements for Agency Employees.                
          
         
          Describe how these training requirements will be satisfied prior to the assignment of the SEE Enrollee to the field:
    


	       
        B. Occupational Medical Monitoring/surveillance:  

        Will the SEE Enrollee assigned to this position require medical monitoring/surveillance?                     Yes       No    
                  
If yes, specify why medical monitoring is required, including any physical activities which may be considered arduous and any potential exposure to toxic substances for which specific medical monitoring should be conducted.




	      
       C. Safety Equipment:  

       Will safety equipment be required for SEE Enrollee to safely perform the duties of this position?          Yes       No
                  
       If yes, list safety gear required for this position (e.g., coveralls, gloves, hardhat, steel-toed shoes, safety goggles/glasses, etc.):
        
       Specify the conditions under which this safety equipment will be used:

       Identify and provide contact information for the EPA Safety Officer for your office:
                   
       Name: _______________        Phone:______________   Email:  ____________________


	For Office Use:

Position ID Number: _______________      CQ#___________________              Name of Enrollee: ____________________________________  
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