Date: 09/02/18

	Service:


	Regeneration and Local Services

	Service Grouping:


	Environment / Strategic Waste Management


	1. 


	Post Title:
	Waste Project Officer (WEEE)


	2. 2.
	Post Number:

	

	3. 3.
	Grade:



	Grade 5 (JE Ref: N10597)  

	4. 
	Location:
	Your normal place of work will be County Hall however; you may be required to work at any council workplace within County Durham.


5. Relevant to this Post:

Flexible Working: The Council’s Flexible Working Hours Policy does not apply to this post.
6.   Organisational Relationships:
Responsible to:  
The post holder will be accountable to Projects & Campaigns Team Leader & Waste Strategy Team Manager

Work alongside:  
Work with and across all Council service groupings but particularly staff working in Direct Services Operational Teams (North, South & East).
Description of Role: 
To represent the local authority in delivering high quality refuse   

                                and recycling services; with emphasis given to increasing Waste Electrical and Electronic Equipment (WEEE) reduction, reuse and recycling. Working with stakeholders and project partners to increase public awareness and encourage participation in small household WEEE recycling activities across County Durham. 
7. Duties and Responsibilities Specific to this Post:
· To represent the Authority by providing information to members of the public and other interested parties with regards to the recycling of small household WEEE. 
· Advise the public on contamination issues relating to the kerbside recycling collection scheme, signposting residents to the small mixed WEEE collection points across County Durham.

· Record and monitor requests for information received and address any complaints from members of the public.
· To work as part of a team to promote the Council’s refuse & recycling service particularly the recycling of small household WEEE.
· Carry out daily canvassing duties in relation to the refuse and recycling service, specifically the recycling of small household WEEE.
· Drive the council vehicles to events throughout the three operational areas (North, South, East).
· Provide roadshow events across the County in order to positively promote the Authority’s refuse & recycling service and increase public awareness on the importance of managing used electrical and electronic goods properly. 
· Attend residents’ groups, schools, community associations and other public events where necessary to deliver key messages, promoting and giving positive information and advice regarding the small WEEE project.
· Work outside of standard office hours, including evenings and weekends.

· Carry out day to day maintenance and health and safety checks of the council vehicles in accordance with Council policy.
· To take every opportunity to promote the good work being undertaken by regeneration and local services, and the wider council; for example through community meetings or direct contact with the public and partner agencies.

· To undertake visits, carry out assessments and monitoring in order to respond to customer needs. This may involve out of hours and weekend working.
· To implement safe working practices in order to deliver an effective service.

· To ensure all Council policies and procedures are adhered to.

· To foster and maintain partnerships with a wide range of external stakeholders.

· The above is not exhaustive, and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the line management.
9.
COMMON DUTIES AND RESPONSIBILITIES:

9.1
Quality Assurance
To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.

 
To establish and monitor appropriate procedures to ensure that quality data are reported 
and used in decision making processes and to demonstrate through behaviour and 

actions a firm commitment to data security and confidentiality as appropriate.

9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

9.4
Health and Safety

Manage health and safety in their area of responsibility in accordance with the relevant section(s) of the Corporate/Service Health and Safety Policy and to ensure that the Health and Safety policy, organisation arrangements and procedures as they relate to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (where applicable)

To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.6
Financial Management (where applicable)

To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

9.7
Appraisal

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.
9.8
Equality and Diversity
As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we have an equality policy which includes responsibility for all staff to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and foster good relations.

       These policies apply to all employees of Durham County Council.
9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.

9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.
Person Specification: 
WASTE Project OFficer (weee)
	
	ESSENTIAL  
	DESIRABLE 
	

	Qualification
	· 5 GCSE’s (Grade A – C) or equivalent. 
	· Evidence of continuing professional development.

	Application form

Selection process

Pre-employment checks

	Experience


	· Experience of working in a public-facing role.

	· Experience of working with elected Members and responding appropriately to service requests.
· Experience of case management and problem-solving techniques.
	Application form

Selection process

Pre-employment checks

	Skills/ Knowledge


	· Good written and oral communication skills.

· Organisational skills.

· Basic ICT skills, for example Microsoft Word, Powerpoint, Excel, and email management.

· The ability to identify and solve problems.
	· Knowledge of refuse & recycling services and legislation.
· Knowledge of the local area.
	Application form

Selection process

Pre-employment checks

	Personal Qualities


	· Team and results orientated outlook.

· Flexible and adaptable to meet changing needs.

· Self-motivated, proactive and enthusiastic.

· Ability to work in an un-supervised environment.

· Customer focussed with a positive outlook and the ability to communicate with tact, diplomacy and confidentiality.

· The ability to work to tight deadlines.

· Ability to deal with difficult situations.
· Due to the requirement to drive a County Council vehicle in this role, appointment will be subject to the production of a valid driving licence for the required category of vehicle and the satisfactory completion of an in-house Driver Induction Assessment.

· Post-holder is required to work outside of normal working hours, including evenings and weekends. 
	· Interest in the environment.
· A minimum of 12 months driving experience following passing your vehicle test.

	Application form

Selection process

Pre-employment checks



