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JOB TITLE: Environmental Compliance Coordinator 
DEPARTMENT:                               Public Works – Operations 
CLASSIFICATION:                         Non-Exempt  
REPORTS TO:                                  Superintendent of Public Works or Designee 
SUPERVISES:                                   None 

SUMMARY OF POSITION  
The Environmental Compliance Coordinator will perform professional and lead work in the field of environmental permitting 
and regulatory compliance for the City’s Public Works Department. Work involves responsibility for facilitating and preparing 
environmental permit applications, reports, and support data necessary for obtaining permits, licenses, or approvals required for 
the department’s operation. Includes leading in the City’s Pretreatment, FOG, Stormwater, Water, Wastewater, PWRF permits 
and other regulatory mandated programs. Work also involves establishing monitoring and reporting programs required by 
Federal, State and local government rules and regulations.  
ESSENTIAL JOB FUNCTIONS 
Additional job functions may vary due to department or City needs/requirements. Assignment may include but are not limited 
to: 
 Coordinate the organization, staffing, and operational activities for assigned environmental compliance programs including 

Pretreatment, Fats, Oils and Greases (FOG), Water, Municipal and Industrial Wastewater, and Stormwater programs within 
the City’s Public Works Department. 

 Analyze and evaluate all local, State, and Federal laws, regulations, and ordinances governing assigned programs to ensure 
program compliance; while assisting in the compilation of required documentation, correspondence and monthly, quarterly 
and annual reports. 

 Conduct compliance meetings with industrial users. 
 Enter and retrieve information from database, design and compile reports and perform mathematic calculations and 

reconciliations. 
 Maintain open and effective lines of communication with applicable regulatory agencies, commercial/industrial users, and 

City departments/divisions to address and resolve issues relating to noncompliance and enforcement. 
 Communicate ordinances, policies and regulations to residents and commercial customers for compliance purposes. 
 Research, develop and implement new regulatory programs, policies, and procedures as necessary to achieve compliance 

with regulatory agencies, including drafting, updating and enforcing discharge permits; advise management regarding 
compliance requirements. 

 Track, monitor, and ensure timely application, reporting and renewal of assigned permits. 
 Coordinate Stormwater monitoring and sampling activities; support field and office tasks, including training, to ensure 

permit compliance; interpret applicable legislation and permit requirements as it applies to Stormwater programs. 
 Inspect public and private facilities and develop monitoring schedules to ensure compliance with local, State and Federal 

regulatory agency standards and requirements. 
 Oversee and support technical and field/sampling duties of Pretreatment staff/program. 
 Stay abreast of new trends and regulatory requirements in the field of environmental compliance, wastewater (industrial and 

municipal) monitoring, domestic water and stormwater regulations. 
 Process assignment related paperwork and set-up/maintain files. 
 Facilitate proper permit documentation for all Public Works utilities; prepare and administer programs; while maintaining 

documentation for regulatory audit review. 
 Provide continuous effort to improve operations, decrease turnaround times, streamline work processes, and work 

cooperatively and jointly to provide quality customer service.  
 Communicate effectively with the public, business community, coworkers, management and regulatory agencies. 
 Regular and reliable attendance. 
OTHER JOB FUNCTIONS 
 Serve as Lead Coordinator and provide day-to-day direction, coordinate inspection, data management, reporting and follow-

up communication with program participants, facilitating the work of Pretreatment staff/program. 
 Manage public involvement and outreach activities associated with the protection and stewardship of the Stormwater, Sewer, 

Water, and Industrial conveyance and treatment assets. 
 Develop and attend workshops, meetings and public events disseminating information on behalf of the City; and attend 

compliance and regulatory sponsored meetings. 
 Review and analyze existing practices and procedures to recommend improvements and changes as warranted. 
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 Support the directives, guidance, plans and vision of the Manager(s) and Director. 
 Perform a variety of office administration assignments and functions. 
 Facilitate and track assigned permits. 
 Provide input to the annual pretreatment budget. 
 Perform other related duties as assigned. 
WORKING CONDITIONS  
 PHYSICAL: Sit for extended periods of time and intermittently stand, walk, kneel down, stoop, bend and twist at the waist, 

and drive a passenger car or pickup truck. Traverse rough and uneven surfaces on foot. Climb ladders to conduct inspections; 
dexterity of hands and fingers to operate a computer keyboard; hear and speak to exchange information; ability to see, 
including close vision. 

 WORK ENVIRONMENT: Office environment; construction and utility sites; driving a vehicle to review work areas. 
Subject to seasonal weather changes and adverse conditions. 

KNOWLEDGE, SKILLS & ABILITIES -  The minimum amount of knowledge, skill, and ability necessary to competently perform the 
essential functions of the position. 
Knowledge of: 
 Pertinent Federal, State and local laws, codes, and regulations. 
 Principles, practices, techniques and instruments used in the area of assignment. 
 Operational characteristics, services and activities of the assigned environmental compliance programs. 
 Methods and techniques of industrial waste monitoring, sample collection, and analysis for Stormwater, Sewer, and 

Industrial users. 
 Theories of mathematics, biology, chemistry, and physics associated with environmental regulation and research. 
Ability to 
 Visit various locations for the purpose of evaluation, inspection, consultation and verification. 
 Establish, maintain and foster positive and effective working relationships with those contacted in the course of work. 
 Communicate effectively, clearly and concisely, both orally and in writing to a diverse population. 
 Communicate in a tactful, effective, courteous and positive manner, both internally and externally. 
 Provide technical assistance with operations activities as needed. 
 With minimal supervision, organize, prioritize, plan and schedule work and projects in an effective and timely. 
 Understand diverse scientific concepts and data. 
 Perform the essential functions of the position. 
EDUCATION & EXPERIENCE -  Any equivalent combination of education and experience which provides the applicant with the 
knowledge, skills and abilities required to perform the job. 
 Minimum 2 years’ experience in sanitary sewer and/or sewer treatment environmental compliance, preferably relating to 

municipal operations or a delegated environmental program. 
  Bachelor of Science in environmental science, environmental or civil engineering, biology, chemistry, or closely related 

field or equivalent years of experience.  
 Experience initiating investigations and enforcement actions against non-compliant industrial users and other regulated 

entities. 
 Experience writing technical reports for peer and management review and in communicating effectively both verbally and 

in writing. 

LICENSES, CERTIFICATES, AND OTHER REQUIREMENTS - Certain licenses and certificates, if required, may be acquired 
on the job as agreed upon by the City and employee. 
 Valid Washington State driver license. 


