
Job Title: CHNEP Director Reports To: Policy Committee
Work Comp Code:  8810 Department: Growth Management
 Exempt  Non-exempt  Full Time  Part Time ( 40   hrs./week)

Pay Grade: 77 Range: $72,000 – 115,000

Position Summary:
A high level executive position responsible for managing and directing all activities related to the Charlotte Harbor 
National Estuary Program

Essential Duties and Responsibilities include the following.  Other duties may be assigned as dictated by 
operational necessity.
 Creates and nurtures collaborative relationships with contributing partners, other partners and the public at 

large.

 Demonstrates enthusiasm and projects a positive image for the Program in all settings.

 Develops new funding sources to further the mission of the Program.

 Maintains a positive workplace environment that is supportive of team building.

 Leads the Management Conference through consensus-driven and science-based decision-making.

 Responsible for implementing the Comprehensive Conservation and Management Plan (CCMP).

 Direct and supervise all CHNEP personnel and resources; selects employees to fill vacancies; assigns, 
supervises, evaluates, disciplines, and promotes personnel.

 Manage multiple funding sources with varying requirements and demands.

 Manage Workplan budget development, amendments, Punta Gorda City Council inclusion of the Workplan 
budget into the City’s budget and the City’s finance and procurement process.

 Support the Management Conference by encouraging participation in the CHNEP, developing Policy 
Committee and Management Committee meeting agendas, responding to requests as indentified by members.

 Work collaboratively with diverse teams to create, manage and develop CHNEP deliverables, including 
technical and scientific reports.

 Serve as liaison, represents CHNEP on various committees, agencies and projects. Represents CHNEP to the 
media and public. Travel may be requires outside of normal work hours.

 Perform related work as required.

Minimum Qualifications:  To perform this job successfully, an individual must be able to carry out each essential 
duty or responsibility satisfactorily.  The requirements listed below are representative of the knowledge, skills, and 
abilities; education and/or experience; and, certificates or licenses required in order to fill the position.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions of the job.

Knowledge, Skills, and Abilities:
 Knowledgeable in the principles and practices of effective management, organizational structures, 

administration, and has demonstrated leadership skills.

 Expert knowledge of the philosophy, goals, and expectations of the National Estuary Program and how they 
apply to the local effort.

 Knowledge and familiarity with the concerns of CHNEP and its service area.

 Extensive knowledge of estuarine and watershed ecology, water quality and hydrologic issues. 

 Knowledgeable in developing and administering budgets, and ensuring controls are in place for fiscal 
accountability.

 Knowledgeable regarding project management and reporting techniques.

 Extensive knowledge of advanced modern office support functions, equipment, and software programs, 
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specifically Microsoft Office applications.

 Knowledge of data management systems and geographic information systems.

 Knowledge of grants application processes and requirements.

 Knowledge of contract development and administration.

 Extensive knowledge of State and Federal regulatory agencies and local governments, and their impact on the 
operations of the Charlotte Harbor National Estuary Program.

 Skillful in strategic planning, delegating, problem solving, listening, and analyzing data.

 Skillful in communicating with all levels of the organization, the Policy Committee, the City Council, other 
elected bodies and the public.

 Skilled in oral communications and formal presentations.

 Able to create, draft, review, and edit detailed and highly conceptual reports, budget, plans, and other 
professional documents.

 Able to demonstrate consistent tact and courtesy in frequent public contact and maintain working relationships 
with other NEPs, all levels of local government, committees, citizens’ groups, etc.

 Able to exercise judgment and make decisions in accordance with established laws, regulations, ordinances, and 
departmental policies and procedures.

 Able to manage highly complex administrative projects and programs.

 Able communicate effectively and professionally, both orally and in writing, on a wide variety of complex 
subjects.  Must speak with poise and confidence.

 Able to build consensus among all of the stakeholders. 

 Able to acquire, analyze, and assemble details, facts, and concepts into coherent, cohesive, and pragmatic 
thoughts that can be used to identify problems, create solutions, plan budgets, and wisely conduct the business 
of the CHNEP and the City.

 Able to calculate numbers and analyze statistics.

 Able to review documents communication.

Education and Experience:
 Minimum education/experience requirements are a Bachelor’s Degree in environmental sciences, 

environmental engineering, urban and regional planning, policy analysis, public administration, or a related 
field and at least eight years of related experience described above. Master’s Degree preferred. 

 Three years of experience at the senior manager or director level.

Certificates and Licenses:
 A valid Florida Driver’s License is required, or be able to obtain within 30 days of becoming a resident of 

Florida.

Supervisory Responsibilities:
 Exercises direct supervisory authority over all CHNEP employees.
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Essential Physical Abilities:

Code: Constant = 2/3 or more of the time
Frequent = from 1/3 to 2/3 of the time
Occasional = up to 1/3 of the time
N/A = Not applicable

Physical Skills Constant Frequent Occasional N/A
Heavy lifting (45 lbs. and over) X
Moderate lifting (15 to 44 lbs) X
Light lifting (under 15 lbs) X
Heavy carrying (45 lbs and over) X
Moderate carrying (14 to 44 lbs) X
Light carrying (under 15 lbs) X
Reaching above shoulder X
Use of fingers X
Both hands required X
Climbing (use of legs and arms) X
Climbing (legs only) X
Good near vision X
Good distant vision X
Both eyes required X
Depth perception X
Distinguishing basic colors X
Distinguishing shades of colors X
Good hearing (with or without hearing aid) X
Straight pulling X
Pulling hand over hand X
Pushing X
Walking X
Standing X
Crawling X
Kneeling X
Bending X
Balancing X
Stooping X
Jumping X
Running X
Throwing X
Driving (cars, small vans, pick-ups, etc.) X
Driving & operating (heavy equip., trucks, etc.) X
Other

Environmental Conditions:
Code: Constant = 2/3 or more of the time

Frequent = from 1/3 to 2/3 of the time
Occasional = up to 1/3 of the time
N/A = Not applicable

Environment Constant Frequent Occasional N/A
Work Inside X
Work Outside X
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In the Heat X
In the Cold X
In High Humidity X
In Dampness or Chilliness X
In Dry Conditions X
In or with Noisy Conditions X
In Darkness X
In or with Dusty Conditions X
With Silica, Asbestos, etc. X
With Fumes or Gases X
With Smoke or Flames X
With Chemicals X
With Solvents X
With Grease or Oils X
With Radiant Energy X
With Electrical Energy X
On Slippery Surfaces X
On Uneven Surfaces X
In or With Moving Objects X
In or With Ladders/Scaffolding X
At Heights above Ground Level X
Below Ground Level X
In Water X
With Explosives X
With Poor Ventilation X
With Odors X
With Unusual Fatigue Factors X

Disclaimers:  

All requirements are subject to possible modification to reasonably accommodate individuals with disabilities.

Individuals who cannot perform some of the requirements because they pose health or safety risks to themselves or 
other employees may be excluded from this position.

This job description in no way states or implies that these are the only duties to be performed by the employee 
occupying this position.  Employees will be required to follow any other job-related instructions and to perform any 
other job-related duties requested by this supervisor. Requirements are representative of minimum levels of 
knowledge, skills and/or abilities or aptitudes to perform each duty proficiently.

This document does not create an employment contract, implied or otherwise.

I have read and understand the contents of this Job Description.  I certify that I am capable of carrying out the 
Essential Duties and Responsibilities as specified.

(Print Name) (Date)

(Signature)


