TEXAS BOARD OF PROFESSIONAL GEOSCIENTISTS
Job Vacancy Notice

Classification Title:

Unclassified






Position Title:


Executive Director


Job Posting Number:

GEO-19-01


Salary:



$96,386
FLSA:



Exempt



Salary Group/Class #:

01
Opening Date:


09/17/2018

Closing Date:


Until Filled
Hours/Week:


40
Duration: 


Regular, Full-time

Work Location Address: 
Hobby Building, 333 Guadalupe Street, Ste. 1-530, Austin, TX 78711

JOB OBJECTIVE: The Executive Director is the chief administrative officer for the Texas Board of Professional Geoscientists (TBPG), and is responsible for all agency operations.  The Executive Director directs the agency’s administrative, legislative, regulatory, planning, staffing, budgetary and fiscal activities; develops rules, policies and procedures regarding the agency’s statutory responsibilities; and represents the agency in and before a variety of public forums including open meetings and legislative hearings.    The Executive Director is accountable to and reports to the Appointed Board of Directors (Board). 
The Executive Director:

· Exercises all rights, powers, and duties imposed or conferred by the Board and/or by law.

· Has the ultimate authority and responsibility for providing top-level administrative leadership for the agency and for effectively and economically administering the Texas Geoscience Practice Act.

· Creates plans and set goals for the organization’s success.  
· Directs the day-to-day operations of the agency, including managing staff and committees as well as developing business plans in collaboration with the Board.  
· Serves as a resource to the Board and to the staff in developing and implementing strategies   and policies consistent with the mission of the agency. 
The Executive Director should have exceptional vision for the agency, have a commitment to the agency and be a strong confident leader to make decisions, delegate, and work with others.  The Executive Director must have excellent communication and interpersonal skills to inspire and motivate the team.    The Executive Director is subject to all applicable laws or the regulations and policies established by the Board. 
ESSENTIAL DUTIES:
1. Oversees the operations of the agency in accordance with board policies, applicable laws and regulations.  Responsible for carrying out all state and federal statutory mandates applicable to the board, and for accomplishing the mission of the agency in an exemplary fashion. 

2. Acts as liaison between the agency and consumers, industry representatives, government officials (Governor’s Budget Office, Legislative Budget Board, and the Legislature) and other parties regarding matters under the agency’s jurisdiction.

3. Develops and implements effective techniques for evaluation of operations and programs.

4. Studies and analyzes operations and problems, and prepares reports of findings, recommends and implements improvement strategies.

5. Analyzes and evaluates program operations and performance measures and presents suggestions and recommendations for necessary revisions and modifications. 

6. Works with the staff in determining trends and resolving technical problems.

7. Oversees all license processes and evaluations to ensure compliance and effectiveness.
8. Oversees all enforcement processes to ensure compliance and effectiveness.
9. Oversees all fiscal processes to ensure compliance and effectiveness.
10. Evaluates employee performance and identifies mentoring, coaching, and training opportunities for the staff.
11. Monitors performance standards, job descriptions and assignments.

12. Identifies priorities and resources in both annual and long-range planning for the agency.

13. Assures that the agency serves the public in an effective and responsive way, to ensure public safety for the citizens of Texas. 

14. Apprises and advises the Board, in a timely manner, on critical matters affecting the operation and well-being of the agency.

15. Responsible for preparing and presenting state and federal appropriations requests.  Assures those allocations are properly expended, all appropriate records are kept, and reports filed.

16. Works with and provides information to the State Legislature affecting agency operations.  Attends legislative hearings, gives testimony before such hearings, and prepares reports for legislative committees. 

17. Consults with governmental agencies, private organizations and corporations, and individuals on all matters of Geoscience discipline projects, and makes all substantive executive decisions for the agency, assuring that applicable standards and regulations are followed.

18. Coordinates the work of Board committees, arranges Board meetings, prepares agendas and supervises board and committee meetings.
19. Creates a culture of transparency and communication throughout the organization and for the citizens of Texas.

20. Directs the preparation, development and review of legislation relevant to the Texas Geoscience Practice Act.
21. Adheres to established work schedule with regular attendance. 
22. Follows all TBPG guidelines, procedures and ethics requirements.
NON-ESSENTIAL DUTIES:
23. Perform other duties as assigned.

QUALIFICATIONS/REQUIREMENTS (The application must specifically state how each of the following qualifications are met): 

· Graduation from an accredited college or university with a four-year degree;
· At least ten years progressively responsible executive-level management experience required, preferably in state government, experience in public communications, practice and principles of organization planning, budget preparation and media relations; 

· Management in business demonstrating success in developing business operations and implementing successful strategic plans;     
· Proven ability to work effectively with the public;

· Knowledge of best practices in management and state government;

· Ability to speak and write effectively;
· Valid driver’s license, acceptable driving record; and 
· Required to travel up to 10% of the work period. 
PREFERRED QUALIFICATIONS:

· Experience in professional or occupational regulation
· Leadership experience with a state agency

· Degree in Business, Geology, Geophysics, Soil Science, or related field
· Licensure via ASBOG examination in any state in the field of Geoscience or other disciplines preferred but not required.  
KNOWLEDGE, SKILLS AND ABILITIES:
· Knowledge of local, state, and federal laws and regulations relevant to the practice of geoscience in the state of Texas;
· Knowledge of local, state and federal laws relevant to administering a state agency;
· Effective verbal and written communication, human relations and organizational skills;

· Effective critical thinking skills; 

· Strategic planning skills;

· Skill in providing customer service excellence to both internal and external customers;

· Skill in operating a personal computer with word processing, database and spreadsheet software;

· Ability to develop reports presented to members of the legislature and the Office of the Governor, including personally appearing before legislative committees to provide testimony;
· Ability to respond to public inquiries about the agency’s activities and may represent the agency on program-related boards or committees;
· Ability to develop, implement and evaluate policies and procedures;
· Ability to analyze problems, evaluate alternatives and recommend effective solutions;
· Ability to process information in a logical manner and to assess validity;

· Ability to work in a setting requiring self-motivation/cooperative decision-making, and to work effectively with diverse groups of people;

· Ability to work effectively under pressure and meet strict deadlines while maintaining extreme attention to detail;

· Ability to multi-task in a fast-paced environment; 

· Ability to adapt successfully and quickly to change to deliver quality results in a timely manner;

· Ability to plan, organize, and work independently, as well as within a team environment; 

· Ability to exercise sound judgment and discretion; and

· Ability to maintain the highest level of confidentiality.
ENVIRONMENT/PHYSICAL CONDITIONS:  This position is housed in a state building in Austin and may have exposure to dust and environmental allergens consistent with normal business activities and human contact. Mostly sedentary in nature but may involve walking; standing; pulling and pushing; kneeling, stooping and bending; performing tasks requiring fine motor skills and coordination; and safely lifting and carrying items weighing up to 30 pounds. Applicants must be willing to travel in some situations. This position attends and sometimes presents at conferences, meetings and workshops, requiring some evening and weekend work hours. 
REMARKS (Application procedures, Special requirements):  State of Texas application must be submitted through the Work in Texas website at www.workintexas.com. You must have a Work in Texas profile in order to login and complete the application. If you have questions regarding the application process, please contact your local Work in Texas office.  Only applicants interviewed will be notified of their selection or non-selection.  Resumes will NOT be accepted in place of a completed application.

The Texas Board of Professional Geoscientists is an equal opportunity employer and does not discriminate on the basis of race, color, religion, sex, national origin, genetic information, age or disability in recruitment, selection, appointment, training, promotion, retention or any other personnel action or deny any benefits or participation in programs or activities which it sponsors.  

Section 651.005 of the Government Code requires males, ages 18 through 25, to provide proof of their Selective Service registration or of their exemption from the requirement as a condition of state employment.

Disability access for testing and interview accommodations can be provided upon reasonable notice by contacting Human Resources at 512-936-4404.

TBPG participates in E-Verify and will provide the Social Security Administration and, if necessary, the Department of Homeland Security with information from each new employee's Form I-9 to confirm work authorization.


Veterans: Go to www.texasskillstowork.com for assistance with translating your military work experience and training courses into civilian job terms, qualifications/requirements and skill sets.

For New Hires/Rehires:  Health insurance is available the 1st of the following month after a 60-day waiting period.


AN EQUAL OPPORTUNITY
AFFIRMATIVE ACTION EMPLOYER

