POSITION DESCRIPTION

Title:



Program Manager for Environment 
Department:

Headquarters Staff

FLSA Status:

Exempt

Supervisor's Title:
Program Director for Environment

Nature of Position: The Program Manager for Environment is the Assistant Director for the Center for Environment Excellence by AASHTO (Center) and the Program Manager of the AASHTO Climate Change Action Program (ACCAP). The Program Manager oversees and directs the Center and ACCAP programs with the advice and input from the Program Director, Division Director and oversight groups consisting of state transportation agency representatives. 
The Program Manager will: develop a climate change clearinghouse; manage the production of  training materials and opportunities for AASHTO members to engage in critical climate change discussions through web casts, workshops, and other training venues; oversee the development of  in-depth focused issue papers and primers on strategic policy and technical climate change issues;  monitor federal and state legislative and regulatory activity that could impact state transportation programs; and prepare and present materials on climate change for briefings, presentations, and roundtable discussions at AASHTO meetings, conferences and special events. 

The Program Manager assists the Program Director with the development of long term environmental program and project objectives and strategies and environmental program and project planning and budgeting; and coordination of activities, programs and projects with governmental agencies, trade associations and public interest groups. The Program Manager is responsible for contract negotiation and administration with Center and ACCAP technical experts and consultants, and marketing of Center and ACCAP services and products. The Program Manager attends meetings; advises on meeting agendas; disseminates informational materials to member states, prepares and delivers presentations and provides other assistance as required.   

Education: A bachelor’s of arts or science degree is required.  Evidence of a higher degree of professional development, such as postgraduate education, is desirable.

Skill Requirements:  A broad understanding of federal and state environmental policies, regulations, procedures and practices as they relate to transportation.  Understanding of state transportation responsibilities, planning and project delivery practices and policy issues.  Project planning, budgeting and management skills.  Familiarity with basic contracts administration and financial reporting, and excellent written and oral communication skills. Sound comprehension of the administrative, legislative and regulatory process at the federal and state levels.  Incumbent must be able to travel approximately 35 days per year. 
Relevant Experience:  A minimum of  seven to ten years of progressively responsible, professional experience in the transportation sector with a focus on environmental issues or in the environmental field with a focus on transportation issues, with at least two years at the federal, state or local level.  Prior experience in project management is desirable.  

Relationships With:

Members:  Maintains regular and frequent contact with program oversight groups and member states through meeting attendance, conference calls, the Center and AASHTO websites, newsletters or other correspondence, and telephone contacts.

Governing Structure:  The position involves a close and continuing responsibility to the Program Director and the program oversight groups.    

Public: Responds to certain public written and telephone inquiries. 

Government: Initiates and maintains direct contacts with state, local and Federal government personnel.
Other organizations:  The incumbent is expected to maintain good working relationships with other interest groups and associations.  The incumbent will be responsible for negotiating contracts and for managing and monitoring professional consulting contracts.

Association Office Personnel:  In the event of illness or absence of other key Association members, the incumbent is expected to assist others in similar positions, requiring regular communication with other Association personnel.  The incumbent ensures that the AASHTO Journal editor remains informed on developments in the incumbent’s assigned environment-related transportation issues, events and actions that may be of interest to Association members.

Position Responsibilities:

Association Policy Formulation:  The incumbent shall assist the Program Director to develop, propose, and implement approved internal operating policies.

Planning:  The incumbent is expected to assist the Program Director in long-range planning efforts, and may be called on to participate in Association strategic planning efforts.  The incumbent is responsible for planning pertinent elements of the Association’s national conferences.  The incumbent is expected to assist in planning annual publication activities.
Decision Authority: Responsible for negotiating terms for contracts for final review by the Program Director and approval by the Executive Director.

Budgetary Responsibility: Responsible for developing and maintaining the budget for assigned programs and projects. 

Supervisory Responsibility: May supervise other support positions.

Supervision Received:  Supervision is provided in terms of general objectives, rather than on a day-to-day basis.  Significant decisions will be reviewed by the Program Director.
Availability of Qualified Personnel:  The recruitment of a qualified replacement is estimated to require two to three months.










