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JOB DESCRIPTION FORM

	JOB TITLE:
	Waste Management Officer


	DATE COMPILED / AMENDED:
	June 2024


	DEPARTMENT:
	Environmental Services



	COMPILED BY:
	Lisa Carroll


	Job No:
	B109



JOB OUTLINE

Purpose:  
To monitor, develop and improve the waste and recycling services.  Promoting good working practices and communication initiatives which encourage the community to reduce waste and recycle more.  
Duties:
1. Management of round data; individual property records, to ensure data is current and accurately reflects assisted collections, green waste subscriptions, larger/multiple bins etc.; and trade waste customer data.
2. Monitor performance of the waste and recycling collection service using the Council’s in-cab software.

3. Analyse data to ensure performance meets the Council’s service standards, identifying trends, for example multiple missed collections, obvious issues and determining workable solutions.

4. Assist in the planning, provision and monitoring of waste and recycling facilities for new properties.  Provide information and advice for planning applications with regards to access and service delivery.

5. Work with managing agents/landlords to provide a full service to older, communal sites.

6. Keep abreast of waste management trends and issues and assist with the formulation and development of the waste management strategy.  
7. Assist with the formulation, development and implementation of an annual communications plan. 

8. Investigate and report on customer queries/complaints related to the waste and recycling service. This will include requests for larger bins, in accordance with the Council’s criteria for the provision of larger/multiple bins and stage 1 customer complaints.      
9. Represent the waste management team where appropriate at external groups such as Waste Aware; Environmental Forums; presentations to scout groups, schools etc.
10. Monitor performance of the waste and recycling services through inspection of material both at the kerbside and through inspection of collected material; including at communal sites.  
11. Provide reports on material quality with recommendations and information on trends where appropriate.

12. Participate in the development of other projects aimed at increasing recycling and at minimising waste.

13. Perform all duties in accordance with the Council’s financial regulations, contract standing orders, procedures and statutory requirements. Audit and order containers as required to budget.
14. Take responsibility for the recording, safe keeping and appropriate maintenance of all equipment provided; reporting any losses, defects or accidents.
15. Support colleagues and deputise for other Waste Management Officers in their absence as directed by the Service Manager.

16. Any other duties appropriate to the grade which contribute to the purpose and objectives of the post.

RESPONSIBILITY AND AUTHORITY
	Staff
	None

	Financial
	Management of container budget.


	Professional
	Discretion over confidential information



	Equipment
	Hi vis, Safety Footwear, Council vehicle


	Other
	


RELATIONSHIPS

	Accountable to:
	Waste & Street Scene Manager

	Contacts with other people:
	

	a)
	Own Department
	Operations Manager; Waste Management Supervisors; Waste Services Officers;

Front Line Staff


	b)
	Elsewhere within the

Council


	Staff from all areas of the Council.

	c)
	Outside the Council
	Members of the public, Commercial trade waste customers, local businesses, and other authorities. 



PHYSICAL CONDITIONS
	Location:
	Borough wide; Environmental Services; 


	Exertion:
	Able to work outside in all seasons




ECONOMIC

	Grade:
	K37


	Hours:


	37 hour working week to be worked generally across 5 days, Monday to Friday (although may include some unsocial or weekend working as required by the job)

	Overtime:
	Not applicable. Time Off in Lieu can be negotiated for authorised out of hours working


	Car allowance:
	Not applicable. Council vehicles will be available for site visits etc.



EQUAL OPPORTUNITIES 

All staff are reminded that they must comply with Council Policy on Equal Opportunities to ensure the fair and equal treatment of all Council staff and customers.

EMPLOYMENT CHECKS REQUIRED FOR THIS POST 

The Council is required by the Home Office to carry out standard checks for all employment under the Asylum and Immigration Act 1996.  These checks require you to provide proof of your right to work in the U.K.  If you are invited to interview we would need to see your original passport or full birth certificate or an appropriate letter/document issued by the Home Office. We also require proof of your permanent National Insurance Number (a P45, P60, NINO card or a letter from a Government Agency).  

If you cannot produce any of these documents or are unsure whether the documents you have provide the necessary proof please contact the Personnel Office for advice prior to your interview.

The Council’s policy on the employment of ex-offenders is as follows:-

Broxbourne Borough Council aims to promote equality of opportunity for all with the right mix of talent, skills and potential. We therefore welcome applications from a diverse range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s).  The Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.

If you have any query relating to these required checks, as stated above, please do not hesitate to contact Personnel and Payroll.
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