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JOB DESCRIPTION AND PERSON SPECIFICATION 








	Job Title: Collections & Transport Manager

	Directorate: Frontline Services

	Section: Waste Management
	     Street Scene
	Reporting to: Operational Manager – Collections & Disposal

	Grade: Grade 10
	Hours per Week: 37 (Full Time)


	Post Number:  
	Number of Employees 
Reporting to Post: 		

	Special Conditions: 
Special working arrangements: You will be on a standby rota. You will be available to work 37 hours Monday to Friday.

	Location of Post: 
Lamby Way Depot
Rumney
Cardiff
CF3 2HP


	Job Purpose:  

1. To manage delivery of Waste Collection services and associated task’s throughout the city, ensuring services are delivered on time and within budget.

2. To ensure excellence in service delivery through monitoring and evaluation of key performance indicators.

3. To ensure the health and safety of waste collection teams through implementation and monitoring of appropriate policies and procedures.

4. To ensure the service is operated effectively and in compliance with all relevant legislative requirements, ensuring protection of the O’Licence.


	Duties and Responsibilities

Job Specific Requirements

1. To lead and support the waste management team, providing clear team plans and monitoring performance across the service.

2. Ensure continual improvement in the delivery of the collection services by applying corrective actions in line with Quality Assurance systems and service level agreements.

3. Ensure that customer complaints are fully investigated and the necessary corrective action is taken to ensure that service delivery standards are maintained at the level of expectation required by the council. 

4. To appropriately train and develop the waste management team demonstrating clear best practice and coaching of team members, providing Safe systems of Work and training plans for implementation. 
5. Ensure effective employee communication.

6. Ensure maintenance of discipline and welfare, including and up to formal disciplinary procedures.

7. Deliver a cost effective Collection/Delivery system for the Waste Management Service operating best value, to monitor utilisation of resources, to ensure the efficient delivery of the Collection/Delivery service. 

8. Establish and monitor vehicle and fuel management systems, vehicle damage and its remedy, ensure full compliance monitoring of vehicle failure systems. 

9. To fulfil a health and safety management role as detailed in both the Corporate and Service Area Health and Safety Policies, ensuring the health, safety and welfare of the waste management staff / workforce and others who may be affected by their actions.

10. Ensure management and maintenance of fleet in line with legislative requirements.

Corporate Requirements

11. To participate actively in supporting the principles and practice of equality of opportunity as stated in the Council’s Equal Opportunities Policy.

12. To take reasonable care for the health and safety of yourself and other persons who may be affected by your acts or omissions and to comply with all health and safety legislation as appropriate. 

13. To, as a statutory duty, adhere to the Council’s Corporate Safeguarding Policy and associated policies and procedures and to report concerns regarding the safety and wellbeing of children or adults at risk. In order to support you in this, you are required to access safeguarding training at the level which is relevant to this post. 

14. 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.  

15. Although you will be provided with a base, you will be required to work from various locations in accordance with the needs of the role.


	
DATE COMPLETED:_______________  AGREED BY: _____________________ (Recruiting Manager)

Date Received by Post holder: _____________________

Signature of Post holder: ____________________________
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PERSON SPECIFICATION 










Job Title:  Collections and Transport Manager
Post Number: 

THE PERSON APPOINTED MUST MEET THE FOLLOWING REQUIREMENTS
	Area to be Demonstrated
	Essential Requirements

YOU MUST DEMONSTRATE THAT YOU MEET THESE REQUIREMENTS
	Desirable Requirements

YOU DO NOT HAVE TO MEET THESE REQUIREMENTS BUT IF YOU DO, PLEASE TELL US

	How Assessed
Application Form or Interview or Both

	Education and Training

	· It is essential to have an understanding of transport management and fleet compliance (Operators license). 

· Willing to undertake personal development

· A Health and Safety Qualification 

	· Licence Trained

	Application Form and Certification where required

	Experience / Knowledge

	· Experience of managing a large operational team 

· Must be IT literate, able to use Microsoft Excel, Outlook, Word, Powerpoint and able to quickly learn new systems such as DigiGov and collective. 

· Knowledge and experience of Waste Management Service Specifications and requirements together with the legislative framework in which they are delivered.

	· Use of mapping systems such as Map Print and Map Info

· Experience of developing and using data capture systems


	Application Form and Interview

	Skills and
Abilities

	· Excellent Written skills with experience drafting Strategies, Policies and Business Plans.

· Excellent oral communication skills and confident when giving instructions, when dealing with difficult conversations and when presenting to senior management or officials.

· Excellent organisational skills with the ability to work under pressure and meet deadlines.

· Ability to multi-task, problem solve and use your judgement on how to prioritise work.

· The ability to take ownership of complex and challenging problems and to apply innovative solutions and make decisions.

· Ability to lead and motivate staff.

· Awareness of industry practices and trends

	
	Application Form and Interview



	Personal
Attributes

	· Self motivated with a flexible and adaptable approach to work.

· Commitment to achieving the Councils strategies, policies and practices in relation to waste management. 

· Commitment to excellent customer service and protecting the Council brand.

· Prepared to take responsibility

	
	Applications Form and Interview






	Special  
Circumstances

	· Full valid driving licence

· O Licence Holder 

	· Access to own vehicle.
	Application Form
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Together

We work with our
communities and partners

across the city to deliver the
best outcomes for the
people of Cardiff
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