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	Service Area:     Planning, Transport and Environment

	Division/Section:   Waste Strategy


	Job Title:   Recycling Communications Officer   Post Ref No:   WM



	Grade:   Scale 4


	Special Conditions Applying:    
Car allowance                                  Casual

Grading conditions                           None

Special working arrangements         Weekend/ evening working required

Working Arrangements                    Flexi Time


	Reporting arrangements: Waste Strategy Manager


	Job Purpose: To provide support for the delivery of key minimisation and education messages within Cardiff through the implementation and promotion of the Councils waste and recycling schemes.


	Duties and Responsibilities:  

1) To participate actively in the development, promotion and implementation of waste recycling schemes and trials; including wheeled bin and sack collection trials and schemes, delivery of equipment and changes to waste services.
2) To undertake meaningful dialogue with individual residents, key stakeholders and communities on all aspects of the new and existing recycling schemes and trials, as well as waste minimisation campaigns.
3) To assist in the conduct of a wide range of quantitative and qualitative surveys and audits; such as participation monitoring, door to door surveys, waste audits and consultation exercises 
4) Assist in the preparation and organising of materials for the awareness and education of residents, house visits and requests for service in dealing with complaints for preventative action.  
5) Support promotional and presentation events and the delivery of educational material, as well as public information design and distribution.
6) To assist in the development of on-line information for recycling services, data entry and report keeping of waste arising and recycling information

7) An ability to work unsociable hours, evening and weekend work when required. 

8) To participate actively in supporting the principles and practice of equality of opportunity as laid down in the organisation's Equal Opportunities Policy.

9) To take reasonable care for the health and safety of yourself and other persons who maybe affected by your acts and omissions and to comply with all health and safety legislation as appropriate. (NB The exact responsibilities will depend on the post)

10) As a term of your employment you may be required to undertake such other duties and/or times of work as may reasonably be required of you, commensurate with your grade or general level of responsibility within the organisation, at your initial place of work or based at any other establishment.

	(DATE COMPLETED

AGREED BY: ………………………………………….

Date Received by Post holder: ….………………………

Signature of Post holder: ……………………………….
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CARDIFF COUNTY COUNCIL

PERSON SPECIFICATION

Designation of Post: 
Scale 4
Post No:  





THE PERSON SO APPOINTED MUST FULFIL THE FOLLOWING REQUIREMENTS: 

	
	Essential
	Desirable

	Education 

& Training


	
	HNC/ HND or above in Waste Management or a related subject environmental subject.

Minimum of 3 O’ levels/ GCSE or equivalent in subjects of

English, Maths, science, IT or related subjects or suitable other experience.



	Experience


	Understanding of domestic waste and recycling collection services 

Direct experience of dealing with the public on services related issues

Understanding of the environmental and waste legislation/policy


	Experience of kerbside domestic recycling and waste collection schemes.

Direct experience of dealing with the public on waste related services or delivering targeted information

Experience with public promotions, presentations and events.

	Skills and

Abilities


	Good Communication skills

Full driving licence

Proficient IT skills and data entry 

The ability to ability to analyse data and establish trends.
	Experience in customer care and direct public contact.



	Personal

Attributes


	Ability to work well as part of a team.

Self motivated with a flexible and adaptable approach to work.

Strong Commitment to Customer Service driven services

Ability to work under pressure and to tight time scales.
	Able to work under own initiative.

	Special  

Circumstances


	Flexibility for working extended weekday working hours, including evening, Public awareness events.

Physically fit
	Ability to speak another language.


CARDIFF COUNTY COUNCIL





JOB DESCRIPTION





Hours: (Permanent Conditions)   37
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