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	Role title
	Assistant Operations Officer (East)

	Reports to
	Operations Manager (East)

	Team
	Operations

	Grade
	SH4

	Date role profile created
	21 November 2018

	

	Role summary
This role will provide support to the Operations team in the management of the waste collection and street cleansing contract. They will answer, record and respond to telephone and written enquiries from residents regarding their waste and recycling services. They will provide advice to households on services required and advise on how to recycle and reduce their waste. They will also be expected to upload and review data to monitor performance and ensure accuracy to support the Operations Manager in monitoring performance. They may also be expected to support the implementation of projects to improve recycling and waste collection services.

	Work context
Surrey’s 11 district and borough councils and the county council work in partnership to manage waste from the country’s homes and tackle other environmental issues such as fly-tipping and the reduction of single use plastics. This role is part of the team that manages a £13m waste collection and street cleaning contract on behalf of four of the partners. The team’s vision is to become a trusted authority in environmental management, helping to secure a sustainable future by using innovative cost-effective solutions shaped by market intelligence and customer insight.

	Line management responsibility 
if applicable
	None

	Budget responsibility 
if applicable
	None

	Person specification
	Education, qualifications and training
· Educated to A-Level standard or equivalent, or be able to demonstrate comparable ability
Knowledge and experience
· Experience of working within an office environment
· Experience of providing administrative support
· Experience of providing a good standard of customer care
· An understanding of environmental issues would be an advantage.
Skills and abilities
· Confident in communicating with colleagues, members and the public
· Good written and verbal communication skills
· A methodical approach to information gathering, recording and reporting
· Work accurately and able to identify errors quickly
· Good IT skills including Word, Excel and Outlook
· Able to take direction and contribute to achieving team objectives
·  Able to prioritise and plan own workload

	Other requirements/ information
	· This is an evolving organisation where roles and responsibilities are likely to change and flexibility across functions and teams will be needed.
· It is a fast-moving environment where some out of hours working may be required.

	Location
	Elmbridge/Mole Valley with occasional travel to Surrey Heath/Woking
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