Job Description
	Post Title
	Waste Resources Officer
	Grade
	Scale 3

	Post No
	TBC
	Other Payments
	N/A

	Directorate
	Office of the Chief Executive
	Hours of work
	37 hours

	Team
	Place and Culture                
	Contract Period
	16 Months

	Responsible to
	Waste Development Manager 
	Supervisory
Responsibility for
	None

	Job Purpose

	· To provide administrative support as directed by the Waste Development Manager and Waste Operations Manager.
· To lead on all administration tasks associated with waste reduction and recycling initiatives, across the Fylde community of sustainable waste management initiatives, principles and practices.
· To provide administrative support to the Waste Minimisation Team in the development, planning and implementation of waste prevention schemes and recycling projects.
· To provide administrative support in the day-to-day running of the Waste Operations Services assisting the depot management team in delivering high quality services and efficiencies.
· To demonstrate a professional and positive manner at all times, and champion the success of Operational Services and the wider Authority.

	Responsibilities and Duties

	· To support the Waste Minimisation Team in the implementation of waste policy, waste prevention and recycling initiatives, enforcement, commercial waste, bulky waste and public conveniences.
· To review applications for the assisted collection service, providing written outcomes and implementation of service via the Bartec in-cab technology system.
· To review applications for additional grey bin requests, book appointments for waste audits and implement approvals via the Bartec in-cab technology system.
· To provide administrative assistance in relation to the investigation of abandoned vehicles.
· To be the first point of contact for all enquiries received via Customer Services, responsible for responding to customers in the first instance, acting as the primary helpdesk representative, effectively dealing with all customer enquiries and complaints in relation to waste prevention and recycling initiatives, including promotional campaigns, projects and service delivery.
· To collate and organise weighbridge ticket data as part of monthly performance indicators and quarterly national reporting procedures.
· To provide administrative support to the Depot Management Team, as directed, in relation to the day-to-day delivery of waste and amenity services. 
· To manage the schedule of annual leave for all waste operations staff, ensuring adequate cover for all waste and amenity services is achieved.
· To develop an audit system and be the primary contact for the purchasing and distribution of Personal Protection Equipment (PPE) to all waste operations staff liaising with external suppliers, Waste Operations Supervisors and staff, processing of invoices, and managing PPE stock levels and monitoring budgets.
· To assist the Waste Operations Supervisors with the purchasing of materials and equipment, processing departmental invoices and orders. 
· To manage waste container stock, ensure adequate stock levels at all times and maintain accurate stock records for audit purposes.
· To compile reports from the Bartec in-cab system in relation to crew records such as damaged bins / bins in wagon and order replacement containers.
· To prepare weekly work sheets for the schedule of works of waste and amenity teams.
· To assist the Waste Depot Team with agency staff requirements to meet the demands of the waste and amenity services, raising orders and processing invoices. 
· To develop and deliver projects in connection with waste management policies, implement future waste prevention, reuse and recycling initiatives and undertake consultation and promotional exercises as necessary.
· To canvass customer satisfaction rates and identify emerging customer requirements.
· To implement service changes or amendments and promote continuous improvement, complying with legislative requirements.
· To ensure that all duties of the post are carried out in a safe manner in accordance with the Council’s Health & Safety Policy, adhering to site rules and procedures, including the use of Personal Protective Equipment.
· To promote equality and diversity in the workplace.
· To undertake training and development relevant to the grading and responsibility of the post.
· To undertake any other duties commensurate to the grade of this post.


	Prepared By: Clare Blyth
	Date: October 2022














Personal Specification
	
POST TITLE: Waste Resources Officer



	QUALIFICATIONS
	ESSENTIAL/DESIRABLE

	METHOD OF ASSESSMENT 


	
A minimum of 2 years’ experience or work gained knowledge of working in a waste management related environment.
	
GCSE qualification in English and Mathematics.

The use of information technology including Microsoft Office.

Customer Services training / qualification. 

	
Essential


Essential

Essential

Essential


	
Application form/certificate


Application form/certificate


Application form/certificate


Application form/certificate



	SKILLS / KNOWLEDGE / EXPERIENCE
	ESSENTIAL/DESIRABLE

	METHOD OF ASSESSMENT 


	· A minimum of 2 years’ experience of working in a multi-functional waste management environment.
· An understanding of issues relating to waste production, minimisation and recycling.
· Experience of assisting with the development and delivery of projects and initiatives.
· proven track record of successfully working alongside a team of professional officers and/or operational staff in a local authority environment.
· Be capable of developing working procedures and ensure their effective operation.
· The ability to work using own initiative and be able to work together as part of a team.
· Experience in dealing with and responding to customer enquiries and complaints.
· Excellent organisational skills with the ability to work under pressure, meet tight deadlines and targets.



· Proven ability to work in a performance-based environment, and demonstrate attainment of agreed targets, remaining calm under pressure.
· Excellent communication skills, verbal and written, with the ability to communicate in a clear, concise, logical and informative manner in different settings and at all levels.
· A strong commitment to providing quality services and fair and consistent treatment for all.

	Essential

Essential

Essential


Essential

Essential
Essential

Essential

Essential


Essential


Essential


	Application form/interview

Application form/interview

Application form/interview


Application form/interview

Application form/interview

Application form/interview

Application form/interview


Application form/interview




Application form/interview




Application form/interview



	Other Requirements 

The ability to demonstrate a positive and constructive attitude.

A good knowledge of the borough and an understanding of the priorities of the local area.

Flexibility to meet the demands of the service including the ability to work out of hours, weekends and bank holidays if required.


	
Dated: October 2022



