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ENERGY DIVISION DIRECTOR

This is administrative and managerial work in directing the activities of the Energy Division of the
Department of Commerce in its statewide energy conservation program development and
implementation activities. The employee is responsible for staying abreast of energy consumption and
usage and has the authority to determine appropriate plans for allocation of fuels in emergency
shortage situations.

Under general direction of the Assistant Secretary of the Department of Commerce, the employee
establishes program policies, determines long-range goals and objectives, oversees the administration
of Federal grant funds, and performs related work as required. The employee is responsible for
promoting the energy conservation programs to Federal and State authorities and justifying budgetary
requests based on the program plans.

I. SUPERVISORY/MANAGERIAL FUNCTIONS:

Planning - Employee is responsible for establishing the long-range programs and goals of the Division,
developing the operational plan for the Division, and for the developing the policies and procedures
pertaining to energy conservation programs. Based on the State and Federal laws and regulations
related to energy conservation and input from the Energy Division Section Chiefs, the employee
determines implementation procedures for fuel allocation during shortage situations.

Organizing and Directing - Employee is responsible for establishing goals and overseeing the
establishment of work procedures for the Division. As major changes in emphasis, laws, or regulations
occur or as emergency shortage situations develop, employee is responsible for developing and
changing staffing and long-range goals to meet new requirements and emphasis in the energy
conservation plans.

Budgeting - Employee prepares the Division budget based on input from the Section Chiefs and the
previous year's budget and justifies recommendations to the Department and the Federal government.
The employee is responsible for managing the budget and justifying expenditures of contract agencies
within the grant programs.

Training - Employee determines the training needs of the employees based on input from the Sections
Chiefs and changes in the programs or guidelines of the Federal grants. Employee is responsible for
encouraging employee participation in training programs of the Federal and State governments and
overseeing the funds allocated for these activities.

Setting Work Standards - With input from the Section Chiefs, employee establishes the guidelines and
develops the procedures for evaluating employee performance according to the policies of the
Department. The employee oversees and ensures that performance appraisals are established for all
employees in the Division. The employee develops and establishes the performance criteria for the
Section Chiefs and the support staff that report directly to the Director.

Reviewing Work - Employee reviews the accomplishments of all units and ensures that program goals
and requirements are being met. Program and project reports are reviewed prior to submission to the
Federal government to ensure conformance to State and Federal energy requirements and policies.

Counseling and Disciplining - In accordance with departmental policy, employee administers grievance
procedures; resolved grievances internally and counsels employees regarding problems; and makes
recommendations for resolution to superior.
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Performing Other Personnel Functions - Employee recommends hiring, firing, salary adjustments, and
disciplinary actions based on input from the Section Chiefs to the departmental head. Employee may
participate in interviewing prospective employees by interviewing top candidates recommended by the
Section Chiefs and unit supervisors.

II. SCOPE AND NATURE OF WORK SUPERVISED:

Dynamics of Work Supervised - Changes in program or grant guidelines or new projects funded by the
Federal government result in a re-evaluation of existing projects and priorities to accommodate new
projects or duties. Unexpected or emergency situations cause the work of the Division to be
reorganized or changed to allow new projects or allocation procedures to be implemented. Final
decisions on reorganization or changes to programs are made with input from the Section Chiefs.

Variety of Work Supervised - Employee supervises employees engaged in the development of energy
conservation programs and the monitoring of projects and contracts associated with those programs.

Number of Employees Supervised - Employee is responsible for approximately 25 professional and
support staff.

III. EXTENT OF SUPERVISION RECEIVED: Employee works with considerable independence
and is guided by general instructions from the Department and broad Federal and State laws and
guidelines pertaining to energy conservation.

IV. SPECIAL ADDITIONAL CONSIDERATIONS: Employee has ultimate responsibility for
employees that work and travel to various areas of the state and for making work assignments and
changing program activities in emergency energy shortage situations.

V. RECRUITMENT STANDARDS:

Knowledge, Skills, and Abilities - Extensive knowledge of the energy conservation programs and grants
of the Federal and State governments. Considerable knowledge of the laws, guidelines, and
regulations that apply to energy conservation. Knowledge of the technology, techniques, and
developments in the energy conservation field. Knowledge of the bookkeeping, accounting, and
reporting practices of the Federal and State governments. Ability to organize and direct the activities of
professional employees. Ability to train and evaluate the work of others. Ability to communicate
effectively in oral and written form. Ability to establish and maintain effective working relationships.

Minimum Education and Experience - Graduation from a four-year college or university, preferably with
a major in business or public administration, engineering or construction technology, and seven years
of experience in the development of energy conservation plans and programs, the administration of
grants and contracts, research in alternative energy technology, or the supervision of energy
conservation audits or construction projects, including three years of supervisory experience; or an
equivalent1combination of education and experience.


