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Job Description
	1. POST DETAILS

	Service Area:
	Direct Services

	Division:
	Environmental Services

	Post Number:
	

	Working Hours:
	37

	Grade:
	Grade 6/7

	Work Base:

Agile/fixed/mobile:


	Ford Road Depot, Chertsey
Agile


	Prepared/Agreed by:
	James Lawless

	Date:
	


	2. ORGANISATIONAL RELATIONSHIPS

	Reports to:
	Technical Operations Officer

	Deputising Responsibility:
	N/A

	Directly Supervises:
	N/A

	Indirectly Supervises:
	N/A


	3. JOB AIM AND PURPOSE 
To assist the Direct Services Organisation management team in delivering Environmental Services operations which include but are not limited to: Street Scene and Green Scene operations including grounds maintenance, waste collection, recycling, events, allotments and all green/street scene services throughout the Borough of Runnymede.

To work alongside two other Street Scene Officers to deliver the administrative needs of the Direct Services Organisation and Green Scene teams.  Sharing knowledge and skills to ensure consistency of service and support. 



	


	4. MAIN OBJECTIVES  
To consistently deliver exceptional service to our residents and customers ensuring the administrative, practical, and operational duties are completed as necessary throughout our operational services. 



	


	5. MAIN DUTIES AND RESPONSILBITIES OF THE POST

	· Supporting the Direct Services Organisation management team in delivering Environmental Services operations. This includes waste and recycling collections, street cleaning, grounds maintenance and green scene services.
· Supporting Customer Services team with enquiries and service complaints including direct contact with residents and businesses.
· Monitoring the performance of the waste and recycling collection service using the Council’s in-cab software.
· Updating round data as indicated by the Street Scene Supervisors and Operations Manager.

· Updating individual property records to ensure data is current and accurately reflects assisted collections, garden waste subscriptions, large or multiple bins etc.

· Assisting with the collection of data for performance indicators and responses to Freedom of Information requests, within the required deadlines. 

· Assisting with the administration of the trade waste service and customer invoicing. Looking to maximise business and increase sales of the business where possible.
· Providing the Duty of Care Waste Transfer Note to customers and ensuring the data is recorded accurately to comply with current regulations.

· Assisting in the promotion of the waste recycling service and in providing information and advice to the community.

· Working with the Environmental Enforcement Officers on environmental issues such as bins on pavement, excess waste, fly tips etc.

· Preparing the crew’s bin delivery worksheet; Overseeing the bin/bags stock and ensuring there is always enough stock to provide new or replacement bins to residents and trade waste customers.
· Assisting with the management of the allotment service with respect to lettings, terminations, and fee collection.

· Monitoring, recording and responding to applications for events held in RBC’s parks/open spaces. Issuing event agreements to customers and arranging invoicing. 
· Ensuring all contractors have a valid Public Liability Insurance. 
· Raising purchase orders via the Council’s finance system. Liaising with other officers to ensure goods/services delivery and that supplier payments are made within the agreed Council’s timescale, including any utility bills.
· Assisting with the day-to-day security and coordination of visitors and depot staff.
· Ensuring the Council’s website is updated for all Direct Services Organisation services. Liaising with the Digital Transformation team regarding creation/improvement of online forms. 

· To ensure compliance with the Runnymede Borough Council’s Health and Safety Policy and the Health and Safety at Work (1974) Act.

· Provide general assistance with borough emergencies such as flooding including reasonable out of hours working.

· Any other duties which may be allocated from time to time which are commensurate with the post holders’ qualifications and experience.


	General

The above is a record of the main duties and responsibilities of this post at a given date. The job may naturally change to meet the requirements of the service. If the changes are more significant your manager will discuss this with you.


The delivery of this job description should be read in conjunction with the council’s competency framework. 
Person Specification
Please indicate whether the criteria are assessed against the application form, interview or assessment by using the letter indicated in the columns to the right.
	
	Method of Assessment

	
	Essential (E) or Desirable (D)
	Application Form (AF)
	Interview (I)/ Assessment (A)

	Knowledge
IT literate with the use of various systems

An understanding of data protection principles
	D

D
	AF
AF
	I
I

	
	
	
	

	Skills and Experience
Ability to communicate effectively (both verbally and in writing) with a wide range of audiences.

Ability to set personal priorities, objectives and deadlines whilst maintaining a strong focus on key service priorities / responsibilities.

Experience of working within a green or refuse environment

Experience of systems and processes which are transferable
Experience of managing customer relationships and able to demonstrate excellent customer service skills
	E
E

D

D

D


	AF
AF
AF
AF
AF
	I
I
I
I
I


	
	
	
	

	Training and Qualifications
Minimum 3 GCSE qualifications or equivalent (Grade A-C), must include Maths and English
	E


	AF
	

	
	
	
	

	Other Requirements
Knowledge of the borough
Full driving license


	D
E
	AF
	I
I
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