MANAGEMENT QUESTIONNAIRE (MQ)
To be used for: a new managerial function;  a managerial position that has never been evaluated;  a managerial position for which there is no previous MQ or evaluation score; or, a managerial position which has undergone considerable significant change.
To be completed by incumbent and supervisor
Agency:  _____Executive Office of Energy and Environmental Affairs, MEPA  Office____ 
Your Name:     ______ Your  Official Title:  _Assistant Secretary___
Your Supervisor’s Name: Richard K. Sullivan  Your Supervisor’s Title: Secretary
Your Signature:  ________________________Your Supervisor’s Signature:______________
Date:  ________________________________  Date:________________________________
The effective date of the new evaluation will be the Sunday preceding the date that HRD receives notification of the evaluation. 
To be completed by Agency HR Department:
Maintenance Request  _________  Individual Appeal Request  _______
Appropriation Number: __________________  Position Number:_______________________   
Functional Title:  _____________________________________________________________
Current Management Grade Level: _________ Requested Grade Level: _________________
Contact Person: ________________________ Telephone: ____________________________
E-mail address: ________________________ Fax:  _________________________________
To be completed by HRD for Agency Heads and their Direct Reports:
Date Received:  _______________________ Evaluation Date:_______________________
1.  POSITION SUMMARY
Briefly summarize what you do and describe how what you do contributes to your agency’s mission.
The Assistant Secretary for Environmental Impact Review is also known as the MEPA Director.  The Assistant Secretary is directly responsible to the Secretary of Energy and Environmental Affairs for administration of all aspects of the state’s environmental impact review process carried out under the Massachusetts Environmental Policy Act (MEPA).  The MEPA Office oversees environmental impact review and permitting of major development projects in the Commonwealth through conduct of a public and state agency review process.  The Office thus responds to weekly feedback and comments from developers, citizens, Legislators and State Agencies and must constantly balance stakeholder priorities.  The Assistant Secretary is responsible for the issuance of weekly MEPA Certificates which reflect the decision of the Secretary on specific project proposals, reflecting state policies and regulations concerning environmental impact as applied to those project proposals.  The Assistant Secretary also creates and implements the MEPA regulations and MEPA policies.  The Assistant Secretary oversees the staff of the MEPA Office.
2.  MAJOR RESPONSIBILITY AREAS
In the boxes below, in order of importance, (most important first) list brief statements  which describe what you do.  In the right-hand column, list the percentage of your time spent on these tasks.  (Total percentage should equal 100%.)
What do you do?         Percentage of Time              
1. Oversee the MEPA staff’s review of specific project proposals, their conduct of required public consultation sessions and site visits, their review of public, agency and Legislative comments received, and their drafting of Secretary’s Certificates reflecting the Secretary’s decision on a specific project submittal.  (40%)
2. Meet with project developers, state agencies, and other stakeholders to discuss specific project proposals and provide guidance on application of MEPA regulations, policies and procedures.  Also includes providing state-agency coordination on priority or significant projects.  (20%)
3. Issues Advisory Opinion rulings which contain legal interpretations of the MEPA regulations as applied to the facts of a particular project.  (10%)
4. Develop MEPA policies and regulations concerning specific policy initiatives of EEA, including, e.g., the MEPA Greenhouse Gas Policy and Protocol, development of revisions to the MEPA regulations to implement the Massachusetts Oceans Management Plan, and conduct of state expedited permitting procedures.  (10%)
5. Publicly communicate the Secretary’s agenda for environmental review and permitting to the public and interested stakeholder groups through public speaking events, or attendance at stakeholder meetings.  (5%)
6.  Coordinate with other state Agencies, including environmental permitting agencies, transportation agencies, economic development agencies and DCAM, concerning their policy and regulatory initiatives that impact MEPA and environmental permitting.  (5%)
7.   Respond to inquiries from press, Legislators, the Governor’s Office or the Executive Office of Housing and Economic Development on specific projects.  (5%)
8.  Assist the EEA General Counsel and the Attorney General’s Office on ongoing MEPA litigation matters (5%). 
9. Other duties, as assigned. 
3.  PRINCIPAL PROBLEMS AND CHALLENGES
Describe the most difficult or complex problems and the major challenges you face in performing your job.  Describe only those which are the most critical to fulfilling the major responsibilities noted in Section 2.  (Give specific examples).
(1)     Receiving and incorporating a wide array of diverse input on specific project proposals from project developers, environmental advocates, state agencies, and members of the public into the Secretary’s weekly Certificates on project proposals.  The Secretary’s MEPA Certificates, particularly on complex or controversial projects, are highly visible to the regulated community, the press and the public, and must demonstrate an appropriate sensitivity to competing interests such as, primarily, balancing the need for economic development with the imposition of appropriately stringent environmental permitting standards. 
(2)     The Assistant Secretary must also ensure that each individual MEPA Certificate, of which there are typically 25 or more per month, reflects current EEA policy initiatives and priorities and is consistent with the policies and priorities of other EEA agencies and other Secretariats (such as transportation or economic development). 
4.   DECISION MAKING AUTHORITY
Please give examples of decisions you are expected to make,  recommendations you are expected to propose and decisions/recommendations that you delegate to your staff.
DECISIONS YOU MAKE
The Assistant Secretary issues frequent Advisory Opinions concerning the applicability of the MEPA statute and regulations.  The Assistant Secretary also provides frequent advice to project developers on how to comply with MEPA policies and regulations, and to state agencies on how to comply with their requirements under MEPA.  The Assistant Secretary also issues MEPA Certificates in the absence of the Secretary. 
RECOMMENDATIONS YOU PROPOSE
The Assistant Secretary recommends to the Secretary whether to require an Environmental Impact Report (EIR) for a specific project , or whether an EIR should be considered adequate. 
DECISIONS THAT YOU DELEGATE TO STAFF
The Assistant Secretary provides direction to the MEPA Staff regarding policy priorities, treatment of important and high-profile projects, and other principles for appropriate environmental impact review.  The MEPA Staff then use this direction to handle the daily and frequent questions and comments from project consultants and members of the public concerning the operation of the MEPA process. 
5.   SUPERVISION EXERCISED
Please list the titles and functions of  your direct reporting staff.  List the number of employees in each of your reporting staff’s units.
Titles      Function    No. of Employees 
Assistant MEPA Director         1
Environmental Analyst V   MEPA Analyst    7
Program Coordinator I   Administrative office functions  2
6.  DIRECTION, GUIDANCE AND SUPPORT RECEIVED
What is the nature of the direction, guidance and support which others in the organization provide you to ensure the achievement of your objectives?   What positions (other than your direct supervisor) functionally review the quality of work you perform and what is the nature of that review?
The MEPA Director receives broad guidance and direction from the Secretary.  The MEPA Director also receives direction on policy matters from the Undersecretaries for Policy, Environment and Energy.  The MEPA Director also coordinates public messaging with the Assistant Secretary for Communications, who reviews sensitive documents prepared by the MEPA Director. 
7.  WORKING RELATIONSHIPS
List the titles of individuals, departments and organizations over which you have functional supervision , or, with which you have the most frequent contact.  Include contacts both inside and outside the agency.  Briefly describe the nature or purpose of these contacts.                              
MassDEP, DCR, DFG/NHESP, and DOER:  The MEPA Director ensures that staff for these agencies prepares timely and appropriate comments on project submittals. 
MassDOT:  The MEPA Director works closely with MassDOT both on the comments it submits in its permitting capacity, and in conjunction with priority MassDOT projects that are subject to MEPA review.
EOHED:  The MEPA Director works closely with the Office of the State Permitting Ombudsman to ensure that priority economic development projects are handles appropriately under MEPA. 
DCAM, MassDevelopment, Massport, MassCEC:  The MEPA Director works with other state agencies and quasi-state agencies on priority projects they propose that are subject to MEPA review. 
8.  SERVICE DELIVERY
Please describe the nature of your contacts with clients, patients, inmates, residents, constituents or the general public.  Please describe the general physical and psycho-social condition of those individual for whom you provide services.
The MEPA Director meets, speaks by phone, or responds to correspondence from project proponents, their consultants or lawyers, concerned citizens, state agency representatives, elected officials, and environmental advocates on a daily basis.  These communicates typically concerning pending or recently decided MEPA project submittals and the Secretary’s Certificates on those projects. 
The MEPA Director also speaks frequently with environmental consultants and lawyers concerning the development of state policies and regulations concerning environmental impact review and permitting. 
The MEPA Director is also a frequent public speaker on topics related to MEPA, permitting and other EEA policy initiatives. 
9.  DIMENSIONS
List all significant statistical data that will provide an indication of the size of the area upon which your position has impact.  Use annual figures for current fiscal year.

Annual Agency/Department Budget:  $ N/A—budget is part of overall EEA budget
FY:
Annual Budget Dollars You Directly Manage: $
Explain:
Annual Budget Dollars You Indirectly Manage: $
Check block(s) and show total dollar amounts for each applicable category:
____ Flow Through Program Dollars:  $  ____  Dollars Regulated: $
Explain:        Explain:
____ Benefits Disbursed: $    ____ Other: $
Explain:        Explain:
10.  PREFERRED QUALIFICATIONS
A.  Knowledge, Skills and Abilities
Describe the critical and typical knowledge, skills and abilities you believe are necessary to perform this job at a minimally acceptable level of competence.
In depth-knowledge and legal expertise concerning MEPA and most other state environmental laws and regulations.  Familiarity with public policy and stakeholder interests on a wide-array of environmental and energy policy issues.  Knowledge of EEA and Administration-wide organization and structure.  Ability to review and analyze complex technical information relating to environmental science and environmental impact.  Excellent written and oral communication skills are essential, as is the ability to negotiate with project developers and stakeholders to achieve successful project results.  Must be able to deal sensitively with the public, elected officials, the regulated community and other stakeholders.  Management and leadership skills also required to oversee the MEPA Staff. 
B. Experience Necessary
If you were selecting a person to fill this position, what minimum background (experience and/or education) do you believe would be required?  Also list any special requirements such as licenses or certificates that incumbents would have to possess at the time of hire.
Minimum of 6-8 years experience in environmental, real estate, or energy law, consulting or government.  Juris Doctor degree or other post-graduate degree preferred.
11.  ADDITIONAL INFORMATION
Briefly, explain any aspect of your position which you feel has not been adequately covered by the previous questions and which you feel is important in understanding your position (use additional paper if necessary).  Please attach any work products that you feel are particularly illustrative of your duties and responsibilities.
[bookmark: _GoBack]Decisions concerning major transportation and public infrastructure projects, power plants, renewable energy projects, brownfields redevelopment and other high-priority projects are routinely issued by the MEPA Office and directly shape the physical world of the Commonwealth and contribute to its environmental quality.  As the entity that issues weekly written decisions by the Secretary, the MEPA Director plays a large role in how the Secretary and EEA’s priorities are communicated to the public, and in how the Secretary and the office are perceived by interested stakeholders.  The MEPA Office also necessarily plays a large role in how the Administration is perceived by businesses and developers who look to the MEPA Office to guide major development projects in the Commonwealth.
