RUNNYMEDE BOROUGH COUNCIL

JOB DESCRIPTION APPENDIX A
1. POST DETAILS
Department : Technical Services Post Title : PIT Recycling Assistant
Division : Environmental Protection Post No.
Section : Recycling Working Hours : 18.5 per week
Grade ’ :5 Work Base : Civic Offices or Chertsey
Depot
Prepared/Agreed by : Date : : 16 May 2006

2. ORGANISATIONAL RELATIONSHIPS

Reports to : Recycling Officer Directly Supervises : None
Deputising Responsibility : None Indirectly Supervises : None

3. RESPONSIBILITIES FOR RESOURCES

Receipt payments for green waste, pay into Cash Office

4, JOB PURPOSE / OBJECTIVES

To assist with promoting recycling within the Runnymede Borough Council area.

5. MAIN DUTIES OF THE POST FREQUENCY
(daily, weekly, monthly,
annually, etc)

i) Provide a contact point for residents of Runnymede, Daily

Process payments for green waste applications.

Prepare vouchers and deliver green waste bags when required.

to provide information and advice about recycling.

record complaints received from residents and take the

appropriate remedial action.

e fax service requests/complaint forms to the contractor when
necessary.

e prepare action sheets and assisted collection sheets for all routes
and fax to the contractor the day before they are required.

e update computer records of customer complaints/requests with
action taken and conclude when appropriate.

i) Record Keeping

¢ Update green waste collection sheets Daily
e Prepare green waste collection sheets and email to depot. Daily
iii) Publicity
o Deliver leaflets, notices, when required. When required
e Assist with random postal survey of 120 properties within the Quarterly

Borough and analyse replies.

The above is a record of the main duties and responsibilities of this post at a given date. As necessary,
following consultation, duties and responsibilities may change from time to time to meet the requirements
of the service. Any such changes will be incorporated in a revised Job Description and, where
appropriate, result in a re-evaluation of the grade of the post.
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RUNNYMEDE BOROUGH COUNCIL

Environmental Protection Division

Person Specification
Post: Assistant Recycling Officer Post No:
Completed by: Dennis Speight: Date. 19" June 2006

A ¥ should be shown against each criterion to indicate whether it will be assessed
from the application form (A.F.) or at interview (Int)

Essential How Desirable How
assessed assessed

Education & Training A.F. | Int AF. | Int

5 GCSEs or equivalent, including maths v A level or equivalent v

and English.

Knowledge of recycling v 2 years experience of recycling v ,
Knowledge of local authorities v v

Personal Qualities/Personality

Non- smoker at work v v

Enthusiastic v

Smart Appearance v

Able to work in a team v

Skills

Able to communicate effectively — both v v

written and oral — with members of the

public and Councillors.

Computer Literate v v

Good presentational skills v v

Career Objectives .T
Willing to undertake further v | Y
training/qualifications

Special Requirements

Car owner/Driver v

Prepared to undertake work outside v v

normal office hours at short notice
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