Environmental Protection Assistant (Office Automation)

GS-029-05
I. INTRODUCTION

The incumbent performs a variety of office automation, typing, and clerical duties.   In addition, provides assistance to environmental engineers and/or specialists in such areas as hazardous materials and hazardous waste identification, processing, recycling, and on field surveys and investigations.

II. MAJOR DUTIES AND RESPONSIBILITIES

Utilizing a variety of software applications, produces a wide variety of material in support of office activities, such as procedures, correspondence, reports, memoranda, statistical and tabular material, graphs, etc. Types information from handwritten, rough draft, verbal instructions, or printed matter in final form without intermediate rough draft.  Uses correct form and arrangement of material based on style manuals, technical or non‑technical dictionaries, regulatory procedures, or independent judgment regarding software selection, spacing arrangements, etc. and the use of the copies made.  Material to be typed may be statistical data prepared in a variety of formats for study or reports purposes.  Accuracy is essential because many of the reports and studies are voluminous with deadline reporting dates which often do not allow for the preparation of a draft and are prepared for submission to various Federal, State, and local activities.                     

Maintains office files according to established functional file system involving the classification of material into a large number of subject headings and subheadings. Searches for and withdraws material when requested.  Insures filing system is compatible with both current Department systems as well as the State and local requirements for maintaining environmental records. 

                                                                                                                                                              Assists in the development and maintenance of the inventories of hazardous material and hazardous waste generated, used, stored, and disposed of on the site.  Assists in insuring that wastes collected are managed in accordance with applicable laws, acts, regulations, statutes, etc., e.g., segregating incompatible wastes, properly labeling waste containers, assuring that different 

wastes remain sorted and those wastes are removed from site in accordance with regulations.  Assists environmental specialists in pickup of hazardous materials and transfer to appropriate receiving agency.  Assists senior environmental staff in various aspects of the site-recycling program.  Inventories solid waste and assists in the development of programs for recycling, including ordering and setting up equipment and supplies, and performing pick up and delivery functions.                                                   

Assists environmental staff in performing routine inspections, abatement plans, and quality assurance reviews.

Performs related duties as assigned.

FACTOR 1 ‑ Knowledge Required by the Position 


Level 1‑3, 350 points

Basic knowledge of methodology related to hazardous materials management, hazardous waste disposal, and skill in applying this knowledge to the planning and accomplishment of a variety of standard work assignments.  Familiarity with one or more established automated systems and/or software to enter, correct, and retrieve factual information, compile reports, produce charts and graphs and monitor project or program status.  Qualified typist required.

Knowledge of the practices, policies and procedures of related functional and administrative activities such as supply management, contract administration, procurement of materials and services, and Federal, State, and local policies, programs, and procedures related to hazardous and solid waste management.

FACTOR 2 ‑ Supervisory Controls 




Level 2‑2,125 points

Works under the immediate supervision of senior environmental specialist who provides specific instruction on new difficult, or special assignments and suggests procedures, sources of information, and techniques.  Employee follows standing instructions on routine assignments.  Completed work is reviewed upon completion for accuracy and adherence to standard practices, and to assure conformance with requirements.  Review of work increases with more difficult assignments or when employee has not previously performed similar assignments. 

FACTOR 3 ‑ Guidelines    





Level 3‑2, 125 points

Guidelines consist of environmental manuals, publications, textbooks, Federal, State and local codes, regulations, standards, manufacturers' catalogs, and Departmental policy and program directives.  The employee exercises judgment in selecting appropriate guidelines and deciding among alternative approaches or how much of the guideline is applicable.  Situations where existing guidelines are inadequate are referred to supervisor or higher-grade environmental specialist.

FACTOR 4 ‑ Complexity





 Level 4‑3, 150 points

Work involves a number of processes, functions, and tasks required to determine the presence of hazardous material or generation of hazardous wastes.  Analyzes individual processes to 

determine their root requirement, whether materials or equipment can be substituted to produce equivalent results.  Develops and implements substitutions which shall result in reductions in use or creation of environmentally sensitive products.  Analyzes other byproducts or material/energy requirements of the activity to determine whether cost-effective alternatives exist, which are more environmentally efficient.

FACTOR 5 ‑ Scope and Effect  




 Level 5‑3, 150 points

The purpose of the work is to ensure compliance of the site or activity with environmental laws, regulations, statutes, acts etc. regarding hazardous waste management and disposal and solid waste issues. The employee develops, implements, and maintains programs, which comply with those goals which further the installation intent to comply with all environmental laws, avoid fines, and maintain rapport with the surrounding community.

FACTOR 6 ‑ Personal Contacts 




Level 6-1, 10 points

Contracts are with employees within the immediate organization, and related support units. Contacts typically include other support personnel and managers. May have contracts with members of the general public in very structured situations.

FACTOR 7 ‑ Purpose of Contacts




Level 7 –1, 20 points

Purpose of the contacts is to obtain, clarify, or provide facts or information.

FACTOR 8 ‑ Physical Demands 




 Level 8‑2, 20 points

The work involves frequent inspections of hazardous waste and material holding and storage sites and bins, requires considerable physical exertion in walking, standing, bending, stretching, reaching and walking on uneven surfaces.

FACTOR 9 ‑ Work Environment 




Level 9‑2, 20 points

Incumbent will work outdoors on a regular basis and periodically in a shop environment.  Personal protective equipment shall be worn when exposed to unsafe conditions such as toxic chemicals, fumes, and heavy or sharp objects.

TOTAL POINTS - 970 

