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	Job Title 
	Cleansing Services Administrator

	Team
	Cleansing
	Grade
	4

	Reports to
	Cleansing Operations Manager

	Date
	January 2026



One Arun:
	[bookmark: _Hlk141282822]Every role at Arun contributes towards our Vision – A better future, and every employee strives to embrace and champion our Values:
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Overall job purpose:
	To support the Cleansing team with the day-to-day administrative duties of the service, including maintaining stock levels, composing agendas, scheduling meetings and documenting the minutes as required. 

To administer the Bulky Waste service via telephony and written communication, processing customer requests, booking appointments and handling financial transactions. 

To assist with the administration of the Council’s Abandoned Vehicles service and assist with the implementation of various Cleansing Services projects, as required. 



Key areas of focus:
	[bookmark: _Hlk146096760]1.
	Deal with the day-to-day administration of the Cleansing team where required.

	2.
	Schedule meetings, compose agendas and document minutes on behalf of the Cleansing team as required.

	3.
	Maintain Cleansing consumables stock levels and re-ordering additional stock when required. 

	4.
	Handling customer enquiries and resolving complaints via several methods of communication; including telephone, e-mail, face-to-face and Cleansing systems, when required. 

	5.
	Leading on Bulky Waste requests and liaising directly with customers to book in Bulky Waste appointments.

	6.
	Managing Bulky Waste financial transactions and ensuring detailed reports are kept for auditing purposes

	7.
	Assist with the administration of the Council’s Abandoned Vehicles service.

	8.
	To support the Cleansing team with the development and implementation of various Cleansing projects, as required. 

	9.
	To undertake such other duties which fall within the range and capabilities of the post holder. This may include participation in Election duties or Emergency Planning duties as requested by the Chief Executive of Corporate Management Team.

	10.
	Any other duties that are appropriate with this post.



Additional information (not contractual)
	1.
	Responsible for no staff.

	2.
	Responsible for no budgets.

	3.
	Service delivery;

The postholder is expected to work to service delivery standards set by others. 




Role Requirements
The following outlines the criteria for this post. Applicants will be shortlisted and interviewed to assess if they meet the criteria for the role. 
	
Criteria
	Essential
	Desirable

	Professional Qualifications          

	Educated to GCSE Level, including English at Grade C or 4 or can demonstrate substantial experience in a related field. 
	X
	

	Experience

	Experience of previous administrative duties
	X
	

	Experience of supporting, documenting and resolving customer enquiries and complaints at the first point of contact. 
	X
	

	Experience of supporting customers and handling financial transactions.
	X
	

	Knowledge

	Knowledge and understanding of Waste Management within a local authority setting.
	
	X

	Knowledge of how to utilise IT systems including Microsoft Word, Excel, Teams and Outlook. 
	X
	

	Geographical knowledge of the district. 
	
	X

	Behaviours

	Commitment: Embraces and champions Arun values, with a strong work ethic, commitment, and motivation, to achieve and deliver outcomes.  
	X
	

	Adaptability: Ability to remain flexible and resilient when encountering new or different circumstances and identifying solutions. 
	X
	

	Active Listening: Listens effectively to others and is able to clarify understanding through effective questioning/ paraphrasing.
	X
	

	Competencies

	Organisation Skills: Understands work of the wider team and feeds into supporting this alongside own work, making the best use of available resources. 
	X
	

	Communication: Able to communicate (sometimes contentious matters) clearly, appropriately and respectfully at all levels. 
	X
	

	Customer Focus: Able to gain insight into customer needs to build and deliver solutions that meet expectations and maintain effective relationships. 
	X
	

	Initiative: Is resourceful and able to work and make decisions with limited supervision. 
	X
	

	Problem Solving: Able to identify internal/ external issues, consider solutions and implement to support objectives.
	X
	

	Strategic Thinking: Understands and can articulate how the team’s role fits into the bigger picture and how it impacts others.
	X
	

	Other 

	
	Yes
	No

	Does this role require a Basic DBS check?
	X
	

	Will the post holder be required to take card payments via MOTO. (If yes – needs basic DBS).
	X
	

	Is this a Politically restricted post?
	
	X

	Does this role require any out of hours/ weekend/ evening/ rota work?  
	
	X

	Does this role require a driver’s licence and access to a vehicle?
	
	X

	Does this role attract an essential car user allowance?
	
	X

	Does this role attract a market supplement?
	
	X

	Does this role require a uniform?
	
	X
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