PROGRAM COORDINATOR (ENVIRONMENTAL MANAGEMENT & SAFETY)

DISTINGUISHING FEATURES OF THE CLASS: Under general supervision of the Medical
Examiner, an incumbent in this position serves as the laboratory safety officer responsible
for the development, implementation, and documentation of the environmental management
and employee safety programs for the Department of Laboratories and Research consistent
with Federal, State and departmental rules and regulations. This department is unique in
that it procures and disposes of a high volume of hazardous chemical, biological and
radiological substances. For this reason, the incumbent is responsible for the control of
these substances through complex technical processes. This position is designed to
promote safe, responsible environmental management enforcing laboratory safety
protocols, providing training on safety procedures, maintaining safety records, and acting
as a resource for laboratory staff regarding safety concerns. As environmental officer for
the entire department, acting on behalf of the Medical Examiner, will direct changes to
operations in all aspects of laboratory and material handling operations. Does related work
as required.

EXAMPLES OF WORK: (lllustrative Only)

Develops, implements, and maintains laboratory safety programs and procedures in
compliance with local, state, and federal regulations (e.g., OSHA, PESH, ANSI, EPA, CDC,
CFR Titles 40 & 49), including all regulations related to chemical handling, storage, and
transportation;

Monitors and ensures compliance with regulatory safety standards and guidelines, such as
OSHA regulations, chemical safety standards, and environmental health and safety (EHS)
regulations;

Develops and conducts training of employees on topics including chemical safety, proper
handling of hazardous materials, PPE usage, biological safety, and emergency response
procedures;

Evaluates laboratory procedures and processes for potential risks, providing guidance on
how to minimize exposure to chemical, biological, physical, and ergonomic hazards;

Conducts regular safety inspections and audits of laboratory spaces to identify potential
hazards. Ensures that safety equipment (e.g., eyewash stations, fire extinguishers, first-aid
kits) is properly maintained and functional;

Investigates accidents, near-misses, and safety incidents to determine causes and
recommend corrective actions. Maintains detailed records of incidents and follow-up on
corrective measures;

Maintains and updates safety documentation, including safety data sheets (SDS), chemical
inventories, and training records;

Develops and maintains emergency response protocols for laboratory-related incidents,
such as chemical spills, fires, biological hazards, and other emergencies;

Prepares and submits reports as needed for internal and regulatory purposes;
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EXAMPLES OF WORK: (lllustrative Only) (Continued)

Oversees the safe storage, labeling, and disposal of hazardous materials in accordance
with regulatory requirements;

Ensures proper handling of hazardous waste and coordinates disposal with licensed waste
disposal companies;

Leads the Laboratory Safety Committee Meeting;

Uses computer applications or other automated systems such as laboratory training
software, spreadsheets, word processing, calendar, e-mail and database software in
performing work assignments;

May perform other incidental tasks, as needed.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough
knowledge of the Federal, State environmental regulatory requirements including but not
limited to 40 CFR, 49 CFR, 6NYCRR, Resource Conservation Recovery Act, PESH and
ISO 140001 standards as they apply to chemical handling and disposal, safety methods and
procedures; thorough knowledge of Federal and New York State Occupational Safety and
Health Act; thorough knowledge of laboratory safety practices, protocols, and compliance
standards; strong understanding of safety regulations and experience with risk management
in laboratory environments; thorough knowledge of regulatory requirements regarding the
handling and disposal of hazardous chemicals/waste good knowledge of American National
Safety Institute (ANSI) standards; ability to recognize health and safety problems; ability to
formulate, implement and integrate corrective action with on-going operations; ability to work
independently, prioritize tasks, and handle sensitive or emergency situations effectively;
detail-oriented with strong organizational and record-keeping skills; ability to communicate
effectively both orally and in writing; ability to train and/or instruct others in safety
procedures and safe work programs; ability to effectively use computer applications such
as spreadsheets, word processing, e-mail and database software; good judgment;
resourcefulness; physical condition commensurate with the demands of the position.

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: Either (a) Bachelor's degree* in
Chemistry, Biology, Environmental Science, or a related field and three years of
environmental health and safety experience in a laboratory setting; or (b) Bachelor's Degree
in Chemistry, Biology, Environmental Science, and five years of laboratory experience.

SUBSTITUTION: Satisfactory completion of 30 credits* towards a Master’s degree* in one
of the above fields of study may be substituted for one year of the required experience.

*SPECIAL NOTE: Education beyond the secondary level must be from an institution
accredited or recognized by the Board of Regents of the New York State Education
Department as a post- secondary, degree-granting institution.
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