
DEPARTMENT OF NATURAL RESOURCES 
Division of Environmental Management 
 
POSITION SUMMARY: The Air Management Quality Assurance (QA) Coordinator and QA team leader, is 
responsible for the administration of the statewide quality assurance and data analysis program for the 
Wisconsin ambient air monitoring network as outlined by the Clean Air Act (CAA). This responsibility includes the 
development of policy, implementation of procedures and oversight of quality assurance statewide for all 
activities associated with gathering, processing, and reporting of data such as: ambient air quality monitoring 
and meteorological data; hazardous air pollutant monitoring data; air monitoring data from industrial and other 
private air monitoring systems. 
 
The Air Monitoring Quality Assurance Coordinator is responsible for developing, reviewing and leading the 
implementation of Quality Assurance Project Plans (QAPPS), Standard Operating Procedures (SOPS) and the 
Quality Management Plan (QMP) for the air program and air monitoring section. This position leads the Quality 
Assurance team which ensures data QA of statewide criteria pollutant, air toxics which encompasses; hazardous 
air pollutants (HAPs), ozone pre-cursors, mercury, PFAS and emerging other contaminants. Work includes 
consultation with EPA, Wisconsin State Lab of Hygiene, UW and other agencies, as necessary to assure that 
Wisconsin’s ambient air monitoring network meets federal and state monitoring requirements.  
 
Geographic Scope and Travel Requirements: The Air Management Quality Assurance Coordinator will have 
office space. The position is responsible for the quality assurance of air quality monitoring data gathered from 
sites located throughout Wisconsin. At times, the position will require travel to other portions of the state for 
audits and to meet with other members of the statewide team. 
 
Scope of Authority: This position works under general supervision and reports to the Air Monitoring Section 
Chief. 
 
Goals and Activities: 
 
40% A. Coordinate DNR Statewide Criteria and Non-Criteria Pollutant Air Monitoring Data Quality Assurance 

A.1. Facilitate development and consistent implementation of statewide air monitoring field and QA 
operational policy and standards that are consistent with state and federal requirements, 
ensuring a minimum of 75% data capture for all criteria pollutants.  

A.2. Assemble, maintain and process raw data. Provide quality assurance of the data on a defined 
timeline to demonstrate that the air monitoring data obtained is of known quality.   

A.2. Lead the evaluation and reporting on calibrations and audits, including verification points, 
deficiencies observed and effectively recommend actions for improvement and standardization. 

A.3. Assemble and review sampling, calibration, precision and accuracy of data as required and as 
specified in the quality assurance project plan to evaluate if data meets criteria for acceptability. 

A.4  Lead the development of new and revise current quality assurance project plans, policies and 
standard operating procedures for all aspects of the ambient air monitoring program including 
criteria pollutants, meteorological observations, air toxics and other topics as applicable.  

A.5. Develop, implement and evaluate all statewide ambient air monitoring quality assurance 
documentation for the statewide ambient monitoring network in accordance with state and 
federal regulatory rules. 

A.6.  Lead the completion of Wisconsin’s annual data certification and Annual Monitoring Network 
plans. 

 



25% B.   Quality Assure monitoring systems and provide documentation for the ambient air monitoring 
network 

B.1. Lead and conduct system and performance audits of DNR, industrial air monitoring stations and 
applicable laboratories in Wisconsin to determine if WDNR/USEPA Quality Assurance guidelines 
are met. 

B.2. Prepare and submit audit reports with recommendations for corrective action and 
improvements in the DNR air monitoring program and verify compliance with USEPA audit 
criteria.  

B.3. Assist in the development, implementation and evaluation of the WDNR air monitoring site 
operator training and certification program. 

B.4. Ensure, through clear communication with the air monitoring coordinators team, that adequate 
data systems and services are developed, maintained and/or provided to support operation of 
monitoring network activities. 

B.5.  Lead all Technical System Audits (TSAs), working with EPA and the field operators to develop 
and perform resultant corrective actions. 

 
25% C. As the statewide air management quality assurance coordinator, stay current, communicative and 
engaged on all relevant regulation and science associated with ambient air monitoring quality assurance  

C.1. Remain current on the latest science and methodology for all monitoring. Develop and maintain 
current written procedures and documentation for each specific monitoring system. 

C.2.  Assist in the set-up of new monitoring sites and perform modifications on existing monitoring 
sites in accordance with plan specifications and siting criteria. 

C.3. Consult with EPA, LADCO, WSLH, other agencies and federal rules and guidance to obtain 
direction and approval on the design of monitoring systems and data QA procedures. 

C.4. Provide subject matter expertise on the quality assurance activities associated with but not 
limited to industrial sand mine audits, air quality sensors and WAMDAS.  

C.5.  Provide training and mentorship for air management staff across the state in statewide quality 
assurance procedures. 

 
10% D.  Professional Development and Team Activities 

D.1. Attend formal training, courses and seminars as recommended and approved. 
D.2. Use teamwork and continuous quality improvement to ensure that work plans and individual 

goals are met. 
D.3. Identify and raise to the attention of the Monitoring Section Chief areas where continued 

professional development is needed. 
D.4. Identify and raise to the attention of the Monitoring Section Chief areas where increased 

efficiencies and/or effectiveness may be achieved in QA operations or other areas of the 
Monitoring Program. 

D.5. Serve on the Air Monitoring Field Operations and Quality Assurance teams determined by the 
Section Chief, Monitoring Staff Supervisor, and Team Leads. 

 
 
Knowledge, Skills, and Abilities  
• Knowledge of environmental sciences (e.g. chemistry, biochemistry, physics, biology, meteorology, or 

another natural science). 
• Knowledge of electro-mechanical and electronic equipment and instrumentation. 
• Knowledge of basic computer networking equipment and concepts. 
• Must be proficient in the use of MS Word, MS Excel, and MS Outlook. 



• Technical writing skills necessary for report writing and documentation of standard operating procedures 
and quality assurance project plans for monitoring instruments. 

• Ability to evaluate and report on air monitoring sample data, audits, calibration, and precision/accuracy 
data using EPA required data quality assessment methods and procedures to assure that air monitoring 
data meets standards. 

• Demonstrated project management and administration skills (policy development and analysis; program 
planning, implementation & evaluation; setting goals and objectives and implementing total quality 
improvement principles). 

• Knowledge of quality assurance and quality control principles 
 

Physical Requirements and Environmental Factors 
Strength Requirements –  

• Sedentary work (exerting up to 10 pounds of force occasionally and/or a negligible amount of force 
frequently) about 75% of the time during the course of the year. 

• Light work (exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force frequently) 
about 25% of the time during the course of the year. Physically, the position requires bending at the 
waist, kneeling, crouching, climbing, balancing, lifting, carrying, reaching, handling, fingering, sitting, 
standing, talking, hearing, seeing (clarity of vision at 20 feet or more, clarity of vision at 20 inches or 
less), walking on foot. 

• Heavy work assisting on a team of fieldworkers exerting up to 50-100 pounds of force occasionally 
and/or 25-50 pounds of force frequently) Less than 10% of the time during the course of the year.  

 
Environmental Factors: Depending on the time of year, activities include inside and outside work. There may be 
situations involving sufficient noise to cause the employee to shout in order to be heard. There may be exposure 
to hazards such as proximity to mechanical parts, airborne pathogens, electrical current, etc. and/or exposure to 
conditions that affect the respiratory system or the skin, such as fumes or odors that could result in bodily injury 
if not properly handled. 
 
Telework Evaluation: Limited telework may be available on an as needed basis with permission from the 
Monitoring Section Chief. 
 

 


