
HARBOROUGH DISTRICT COUNCIL - JOB DESCRIPTION

POST TITLE: Environmental Services Team Leader - Waste
 
TEAM: Environmental Services                 GRADE: 7
SERVICE AREA: Environmental Services
RESPONSIBLE TO: Environmental Services Manager
RESPONSIBLE FOR: Contract Support Officers, Trade Waste Officer, Apprentices
ESSENTIAL CAR USER ALLOWANCE
VARIATIONS TO STANDARD CONDITIONS OF SERVICE:

· This is a description of the job as it is constituted at the date shown below.  It is the practice of this Authority to periodically examine employees' job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  This procedure is jointly conducted by each manager in consultation with those reporting directly to them.  You will therefore be expected to participate fully in such discussions.  It is the Authority's aim to reach agreement to reasonable changes, but if agreement is not possible management reserves the right to insist on changes to your job description after consultation with you. 
Date Issued: August 2021
Job Purpose:
To act as the Intelligent Client with regard to the outsourced Waste and Recycling Service being the key point of contact between HDC and the contractor on issues that arise. 
Day to day management of waste operations covering recycling, residual waste, green waste and the commercial waste service with a turnover of approx. £800K.
To initiate, co-ordinate, implement and promote special waste management initiatives and schemes.
To manage the haulage service for recycling direct with the three parties involved.

To manage the Contract Support Officers, Trade Waste Officer and Apprentices, managing their daily work and performance.
Main Duties and Responsibilities:
1. To manage and monitor the quality of work done by contractors in relation to the refuse and recycling contracts, specifying remedial action required, investigating complaints, recording results and maintaining statistical records as required by contract conditions.  To represent the Council at regular contract meetings, presenting service related data and raising any concerns / developments regarding service delivery.
2. To collect, collate and submit all relevant statistical records in relation to DEFRA Performance Indicators and claims for Recycling Credits to LCC and Waste Data Flow (national system).
3. To ensure that the services comply with relevant environmental legislation and that services are provided in line with Health and Safety expectations. Managing the monitoring of the contractor and independently assessing them, highlighting any concerns or immediate issues and working with the contractor to address these.
4. To make recommendations to the Environmental Services Manager with regards to variations to existing contracts and emerging requirements for new contracts. To assist the Service Manager in negotiating more beneficial contract terms with the Council’s contractors through the preparation of briefing notes, KPIs and other management information and reports.
5. To manage the operations of the Council’s Commercial Waste Collection Service, this includes the following;

· Managing the service to deliver the expected financial outcome for the Council. 

· Contracting with, and managing, any disposal arrangements for both residual waste and recycling.  

· Provide statistic information with regard to the development of the service. 
· Reviewing the pricing of the service each year based on the costs of providing the service and desired financial outcomes.
6. To manage the content held within Council customer access points for the services to ensure that all customers are dealt with quickly and effectively. This will include:

· Ensure that all web content is up to date and accessible. 

· Ensure that all call centre scripts are effective and provide good service to the public. 

· Dealt with complaints, compliments and comments with regard to the service at an informal level and stage one in the absence of the Service Manager.
· Represent the service area when developing the online element of our services. Ensuring that the online services meet the requirements of HDC and residents whilst identifying opportunities to make improvements.
7. To make arrangements for the appropriate treatment and disposal of Garden Waste through the commissioning of a Treatment Site. To monitoring the site’s compliance with Environmental Legislation. 
8. Arrange and monitor haulage of the recyclable material collected by the HDC’s contractors.
9. To investigate, initiate, co-ordinate, promote and publicise projects in connection with recycling and waste minimisation. Represent HDC when working on county-wide initiatives.  Maintain accurate and current relevant statistics and data.  Ensure the efficient implementation of these projects and to promote close co-operation with external bodies such as Parish Councils as appropriate.
10. To lead, motivate and manage the Contract Support Officers, Trade Waste Officer and Apprentices, including but not limited to, performance management, appraisal, attendance management, one to ones, work allocation and development.  To be the first port of call for team queries.
11. To monitor and query as necessary any financial inconsistencies in invoiced and re-charged work and to liaise with contractors with a view to resolving queries concerning the contract.

12. To carry out research and collate information on various topics on behalf of the Environmental Services Manager which assists in the achievement of Council’s objectives. To assist the Service Manager in writing reports to be submitted to Councillors through contributing to discussions regarding service provision and feedback.
13. Take necessary action to improve problem areas including through the provision of site visits, meetings with individual users of the services provided and meetings with larger community groups.
14. To represent the service on cross cutting projects and other meetings in order to ensure the needs of the service are met and to make recommendations regarding service contributions.  

15. To ensure compliance with all Council policies and statutory requirements and guidance in relation to Equality and Diversity, Equal Opportunities, Health and Safety, Safeguarding and Communication and involvement policies 
Health and Safety

1. To be familiar with and at all times comply with 

· the Council’s general health and safety policy, 

· the Council’s specific health & safety policies and procedures as detailed in the Council health and safety policy documents, and 

· local department specific health and safety procedures as amended or added to from time to time. 

2. To report any unsafe practice, accident, incident, dangerous occurrence or hazard found during the course of your work to your line manager for action.
3. To take reasonable care for the health and safety of yourself and of other persons who may be affected by your acts or omissions at work.  To maintain Personal Protective Equipment and to report any PPE that is defective.
4. To co-operate with all staff and members of the authority so far as is necessary to enable all health and safety requirements to be performed or complied with. 
5. To ensure anything provided in the interests of health, safety or welfare is not intentionally or recklessly interfered with or misused.

Other

1. As a term of employment the post holder may be required to undertake other such duties as may reasonably be required of you in the post and department (or section) mentioned above or in a comparable post in any of the Organisation’s other sections or departments at any of the Authority’s establishments.
2. To attend meetings out of hours on occasion representing the Council.
3. The post holder will be required to use a Council provided vehicle, where available, and their own vehicle to travel around the District as directed by their line manager. 
4. The post holder will be provided with a mobile phone for business use only and will be required to carry it at all times whilst at work.  Out of hours contact numbers will be required to be supplied as part of the lone worker policy.

HARBOROUGH DISTRICT COUNCIL – PERSON SPECIFICATION

	JOB TITLE: Environmental Services Officer


	TEAM:

Environmental Services
	GRADE: 

TBC
	ALLOWANCE:

Essential Car user 
	Assessment

A/I/T/E
	PERMANENT   


	WEEKLY HOURS:

37

	Assessment

A/I/T/E 

	CRITERIA FOR SELECTION:

(Justifiable as necessary for safe and effective performance)
	ESSENTIAL REQUIREMENTS:

(A clear definition of the necessary criteria)
	
	ADDITIONAL/USEFUL REQUIREMENTS

(Where available, elements that contribute to improved/immediate performance in the job)
	

	Qualifications


	· GCSE English and Mathematics Grade C or equivalent or able to demonstrate equivalent aptitude

· A-Levels or equivalent 

· Willing to undertake a formal coaching qualification


	A/E

A/E

I
	· Formal training or qualification in Environmental Services
· Graduate level of education or equivalent experience in relevant field

	A/E

A/I

	Experience
	· Experience of working with contractors

· Experience of working with members of the public including handling complaints
· Experience of dealing with difficult people and challenging situations
· Experience of waste management issues
· Experience of collating and presenting KPIs or other management information.

	A/I

A/I

A/I

A/I

A/I
	· Membership of Chartered Institution of Wastes Management (C.I.W.M.)

· Record of continuous professional development (C.P.D.) or equivalent experience in relevant field
· Experience of organising events
· Experience of web content management
· Experience of staff management 

	A/E
A/E

A/I

A/I

A/I

	Knowledge


	· Basic understanding of Environmental Legislation, sufficient to ensure compliance  

· Understanding of the principles of contract management

· Understanding of waste and recycling services

· Knowledge of industry innovations


	A/I

I

A/I

I
	
	

	Skills


	· Ability to lead and motivate a busy team

· Good contract management skills

· Good literacy and numeracy skills

· Intermediate MS Office skills, including Word and Excel
· Excellent verbal communication skills, able to communicate confidently
· Good negotiation skills

· Able to remain calm, confident and diplomatic in circumstances that can be hostile on occasions

· Able to work within a political environment

· Excellent written communication skills for report writing, contract terms and customer communications
· Commercial awareness
· Ability to maintain accurate records in a timely manner
· Ability to work on own initiative or as part
of a team when required

· Ability and willingness to undertake relevant training

· Ability and willingness to demonstrate fair and equal treatment of customers

· Ability to demonstrate excellent customer focus

· Resilience and ability to demonstrate assertiveness
· Ability to organise events
· Ability to see a task through from start to finish
· Analytical skills to identify trends
· Team player
· Able to work in partnership with other teams and authorities

· Flexible and adaptable
· Able to think creatively and deliver innovative and cost efficient services.

	A/I

A/I

A/I

I

A/I

I

A/I

I

I

I

I

I

A/I

I

I

I

I

I

I

I

I

I

I


	
	

	Other


	· Full valid UK driving license and have access to a suitable vehicle 
· Ability and willingness to undertake relevant training
· Able to carry out site visits

	E
I

I
	
	



