CALIFORNIA STATE UNIVERSITY, CHANNEL ISLANDS

REPRESENTED POSITION DESCRIPTION

              A current and accurate Position Description is required for each staff position, and must be on file in Human Resources Programs           
	SECTION I - TO BE COMPLETED BY THE SUPERVISOR

	Date: 
9/25/2007
	Division: 

Finance & Administration
	Department: 

OPC

	Incumbent: 
	Classification: 
Administrative Analyst
	Working Title: 
Safety Coordinator

	Supervisor’s Name: 

Gary Corlett
	Supervisor’s Classification and Title: 
Admin II, Associate Director

	__X__ New Position
____ Existing Position
	_X__ Full-Time
          
____ Part-Time

	PURPOSE OF THE POSITION:  
Act as a liaison to the University Environmental, Safety and Risk Management (ERSM) office.  Assist in the development of and responsibility for implementation of environmental protection and safety training programs for OPC.  Act as OPC file-life safety contact and compliance coordinator under the guidance of campus ES&RM Director.

	RESPONSIBILITIES & DUTIES:  

Determine department safety training needs; assist with the development of a safety education program for Injury and Illness Prevention Program, Hazard Communication, Hazardous Materials and Hazardous Waste Management, Heavy Equipment Safety, Lock-Out Tag-Out, Confined Space, Electrical Safety, Respiratory Protection, Fall Protection, Trenching & Shoring, Hearing Conservation for Operations, Planning and Construction.  Coordinate OPC compliance with medical monitoring, industrial hygiene, above ground tanks, storm water pollution prevention and air quality permit compliance. Act as OPC Asbestos and Lead Operations and Maintenance Programs Coordinator, and Asbestos Program Building Inspector.  Conduct training classes and presentations. Contract with outside vendors to provide in-house training as needed.  Provide safety guidance to new employees and create new manuals as needed.  Assist in the development of individual training plans for all OPC staff.  Assist in the development and updates of safety manuals, procedures and education materials and maintain documentation of training for OPC staff.  Keep abreast of trends and developments in safety training.  Responsible for the purchase and maintenance of a wide variety of personal protection, monitoring and safety equipment.  Monitor, inventory, and prepare manifests for the Campus Hazardous Materials Storage Building.  Other related work as required.  Work may involve exposure to hazardous materials; must interpret a wide variety of written rules and regulations; interact and communicate effectively with the public, management, staff and co-workers.

	SUPERVISOR/OTHER WORK RELATIONSHIPS:

Position reports to the Associate Director who reviews work for soundness of judgment, accuracy, and results achieved, and as needed, for Departmental Safety coordination by the Director, Environment Safety and Health.  Interacts and communicates effectively with all management and staff.

	REQUIREMENTS OF POSITION:  

Knowledge:  Working knowledge of Microsoft spreadsheet, database software and word processing software.
Abilities: Prioritize and manage multiple programs simultaneously.  Must possess interpersonal skills in order to interact and communicate effectively with all management, staff, and co-workers.  Ability to successfully complete the Defensive Driver Training Program; must have the ability to provide proof of eligibility to lawfully operate a motor vehicle in the state of California.  Must be able to accommodate a work schedule that varies according to operational needs which may include evening and weekend hours.  This position requires full range of motion and a variety of movements necessary to perform strenuous manual labor, including but not limited to lifting and moving moderate sized equipment up to 50 lbs, bending, climbing, reaching, and applying force; work may involve exposure to hazardous materials.
Experience:  Bachelor’s degree in environmental and occupational health or related field, or minimum three years experience in the field of workplace safety training and coordination.
Desirable qualifications: Certified Asbestos Building Inspector and Program Coordinator. Certified Lead Competent Person and Program Coordinator.  Trenching and shoring competent person. 

	SECTION II - SIGNATURES

	Incumbent:
	Date:


	AVP HR Programs
	Date:



	Supervisor:
	Date:

9/25/2007
	AVP OPC
	Date:
9/25/2007


