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	Post Title
	Co-ordinator – Waste Treatment / Transfer

	JE Reference 
	W566
	Grade 
	G
	SCP Range
	28 - 30


Reporting line:




Job Purpose:


To support the Operations Manager – Waste & Recycling, in effective daily operating of both Warrenby Waste Transfer Facility and the Dunsdale Household Waste Recycling Centre in particular directing, controlling, monitoring and coordinating the deliveries of waste & recycling entering the facilities and also that of the waste movements leaving the facilities. 

Ensuring full compliance at all times, meeting all Health & Safety requirements, whilst operating in-line with Council, National and European statutory waste legislation, regulations and strategies.

Be the designated COTC holder for the Transfer Station and HWRC and ensure timely submission of returns and other compliance information as well as liaise with various agencies as appropriate. Responsibility to ensure compliance with Environmental Permitting (England and Wales) Regulations.
To assist in the monitoring, managing and developing, new and existing waste and recycling services, contracts, partnerships and initiatives in accordance with Council, National and European statutory waste legislation, regulations and strategies.

With the support of a Site Supervisor, day to day effective management of up to 9 x FTE personnel across the 2 sites. 
To assist in the preparation of new and or improvement service plans, procedures and production of associated reports, and then to ensure full adherence to any such operational plan and or procedure. 

Relationships:

Accountable to: 
Operations Manager – Waste & Recycling.
Accountable for: 
Warrenby / Dunsdale Operation
General: Post holders will be in regular contact with, Service Teams, Service Users (business and residents), Senior Management, Peer Professional Officers, Partner Organisations and Regulators.

Key duties and responsibilities:

1. Support the Operations Manager – Waste & Recycling, in directing, controlling, monitoring and co-ordinating the services for Warrenby Waste Transfer Facility and Dunsdale Household Waste Recycling Centre. Meeting the needs and requirements for the Councils collection services and residents.

2. Ensuring that the Warrenby facility operates efficiently and effectively to accept waste from; Trade, Residual, Green, Recycling and Bulky Waste Collections. Operating to the established set standards and in accordance with the waste permit criteria and legislative controls. 

3. Assist and liaise with partner agencies and other Council departments for effective management of both Warrenby and Dunsdale, for example but not exhaustive, Environment Agency, Health & Safety Executive, Utility Operators, facilities maintenance etc.

4. COTC holder for both sites ensuring site attendance requirements are met, periodic returns are signed and submitted and that the site remains compliant with Permit, Environmental Protection Act, Duty of Care and hazardous waste regulations.

5. Be aware of, and ensure compliance with all requirements imposed by the adjacent SSS1 Site and the endangered species that inhabit the area.  

6. Ensuring that Dunsdale Recycling Centre operates efficiently and effectively to accept waste and recycling from residents of the borough. To ensure that the waste fractions are correctly deposited into the identified containers maximising recycling and recovery rates.

7. To ensure Team working is adopted across all areas.

8. To ensure Health & Safety is applied throughout at all times, including all visitors to the facility. Ensure that all records are correctly documented and deposited in accordance with the relevant legislation and Council policies. Ensure service delivery and H&S monitoring schedules are carried out, recorded as per the prescribed timescales and deadlines. Ensure that at all times all staff and all site users are obeying full the Site Rules. 

9. Preparation, formulation, review and implementation of risk assessments, method statements and safe systems of work to support and enhance H&S across both sites. Identify and manage all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of corporate and service objectives. To liaise directly with the relevant Council teams to ensure the above objective is met.

10. Ensure legionella assessments are regularly carried out. Implementation of preventative and treatment regimes.

11. Ensure compliance with any trade effluent and/or drainage maintenance requirements.

12. To co-ordinate and manage rotas and workloads to ensure effective and efficient frontline service delivery across both Warrenby and Dunsdale Facilities.

13. To research and identify innovative and best practice from other local authority, private sector and partner organisations to support the / trialling of new practice in Redcar & Cleveland.

14. To support the Operations Manager – Waste & Recycling, with budget monitoring requirements in line with period financial reporting mechanisms, in order to assist with budget setting and closure of accounts.

15. To support the Operations Manager  – Waste & Recycling, on developing capital bids for improvements to the sites. 

16. To ensure efficient and compliant movements of all material off site in line with permit and legislation. 
17. To review current and emerging legislation to assess the impact on future service delivery and feed this into management planning.

18. Ensure up to date reporting and recording of Sickness Absence in line with Council policy. To Carry out and complete all Return-to-Work discussions, Sickness Absence Reviews and any necessary documentation and reporting procedures.

19. Ensure at all times the annual leave programme is managed in full and in accordance with the service and Council policies.

20. Completion of annual staff appraisals.

21. Support resolution of complaints and requests received via, Councillors, Management, Residents and staff.
22. Carry out and deliver to the service workforce regular and scheduled team talks as directed by the Operations Manager –Waste & Recycling. Ensure minutes of these meetings are recorded, stored and distributed correctly.

23. Schedule vehicle inspections, ensuring they meet the desired standards as specified for cleanliness and maintenance.

24. Ensure that spot checks are carried out to ensure that the daily vehicle and Site checks are being undertaken in full by the relevant staff, checking for example but not exhaustive, first aid box contents including end of life dates, emergency evacuation measures, emergency equipment, emergency lighting, fire extinguishers including annual inspection dates and Fire Risk Assessment etc.

25. Carry out and support management with fact finding and full disciplinary exercises and procedures as necessary, in line with Council policy.
26. Record all relevant, and as directed by management, the service performance indicator information as necessary meeting any targets and timescales set.

27. Take part in wider, regular scheduled team meetings as directed by the Operations Manager – Waste & Recycling and present any necessary management information required.

28. Take part in joint and cross service meetings including service developments days to which participation is a necessity. 

29. To ensure inductions of staff and visitors takes place covering all aspects of service operational requirements and H&S as per the service induction form. To correctly complete and store the induction form for audit purposes. 

30. Provide and undertake training where appropriate. Ensure recording of staff training requirements in line with policies and ensure staff attend and complete all necessary training at the designated schedules.
31. Review and adapt daily, weekly, monthly quarterly and annual maintenance plans to reflect the site requirements.

32. Monitoring site maintenance to ensure that the facility is kept to an agreed standard. Liaise directly with management and facilities maintenance teams to ensure any repairs are carried out straight awayincluding gantries, railings and surfaces.
33. Ensure completion of relevant and necessary documentation as and when required within the specified timescales and Council Policies, for example, accident reports, risk assessments, standard operating procedures, monitoring forms etc.

34. To work flexibly whilst on duty and also around an agreed work pattern, including weekend cover in order to respond to and deal with emergency issues in all areas of waste services. 

35. Regularly report on bin stocks at Warrenby, providing details on bin condition and stock numbers. Recommend orders as appropriate.

36. To drive / operate vehicles / equipment in accordance with service requirements.
37. All documents relating to cashless payments are to be passed to Business Support for accounting purposes.  

38. To represent the Section, Department and Organisation as required for seminars, conferences etc, which may be outside of normal working hours.
39. To support the wider Supervisory Team as directed by the Operations Manager.
General/Corporate Responsibilities:

1. To undertake such duties as may be commensurate with the seniority of the post.
2. To ensure that the Council’s corporate and service specific Health & Safety policies are followed and training is undertaken in all pertinent health and safety procedures

3. To partake in the Council’s and Directorate’s staff training and development policies as well as the Council’s system of performance appraisal

4. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner

5. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy.

6. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives.
7. To ensure the highest standards of customer care are met at all times.
8. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers.
9. To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data.

10. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding.
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	JOB TITLE
	GRADE

	Co-ordinator – Waste Treatment / Transfer
	G


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Practical experience in managing and organising medium and diverse teams.
· Significant experience within a waste management environment.
·  Relevant experience of frontline service delivery regarding waste and recycling.
	· Extensive local / regional knowledge.

	A, I, R

	SKILLS AND ABILITIES
	· Demonstrable effective leadership skills and ability to direct teams to complete established targets and workloads.

· Commitment to developing training opportunities for frontline staff to deliver efficient and effective services.

· Excellent communication and interpersonal skills.

· Able to prioritise work and prepare subsequent work / schedules for frontline teams.

· Able to develop, influence, improve and implement systems of work.

· Delivering training to others.

· Able to respond to emergency call out and deal with unexpected problems as appropriate.
	· Ability to use initiative and positively represent the Council.

	A, I, R

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· Hold a WAMITAB COTC Level 4 High Risk Operator Competence for Managing Transfer of Hazardous Waste (HROC4a / HROC4b) or at least be working towards this qualification.
· Relevant on-the-job technical training and knowledge in the application of transport and waste and Health & Safety legislation.
· Health & Safety IOSH or equivalent.
	· First aid certificate.

· NVQ level 2 or equivalent
· Train the trainer.

· Principles of 5S or similar.

	A, I, C

	OTHER REQUIREMENTS
	· Flexible approach to work by responding to the needs of the services including, at times, requirements to work beyond normal working hours.
· Commitment to own continuous personal and professional development.
· Strong team player, committed to an ethos of continuous improvement.
· Full driving licence.
	· Plant vehicle experience.
· Class 2 driving experience  
· Evidence of own continuous personal and professional development

	A, I, C

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users.
	· Evidence of having completed training in equality and diversity awareness.
	A, I

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service. 
	· Evidence of surpassing customer expectations or service targets / goals.
	A, I


METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE

R = REFERENCES
Job Description & Person Specification
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this is Redcar & Cleveland

