CITY OF GRAND JUNCTION
RECYCLING  WASTE REDUCTION SUPERVISOR

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job.

DEFINITION

Develop, coordinate, and manage the programs and activities of the recycling and waste reduction department.  Supervise, assign, review, support administrative functions, and participate in the work of staff responsible for providing a variety of means and methods; plan, promote, oversee, manage, and execute a multitude of waste diversion programs, recycling services, and special events; support public education and outreach initiatives, enhance public relations with governmental and nongovernmental organizations, non-profits, commercial businesses, customers, vendors, and the public through various communication methods; ensure work quality and adherence to established policies and procedures; perform the more technical and complex tasks relative to assigned area of responsibility.

JOB CLASSIFICATION
Exempt, Non-Safety Sensitive.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the General Services Director.

Exercises direct supervision over assigned operations and maintenance staff.
PRIMARY DUTIES--The following are examples of primary duties assigned to positions in this classification. Other related duties and responsibilities may be assigned.
1. Plan, prioritize, assign, supervise and review the work of assigned staff; participate in the selection of assigned staff; provide or coordinate staff training; work with employees to correct deficiencies; implement discipline procedures.
2. Develop, plan, promote, coordinate, manage, and recycling and waste reduction programs, services, and special events related to solid waste management programs, waste diversion initiatives, and other operational and administrative functions. 
3. Oversee, develop, and implement education and outreach initiatives that promote and advance City of Grand Junction programs, services, and waste diversion initiatives with a focus on information dissemination, public awareness, and behavior change. 
4. Develop advertisements, flyers, and other informational materials; draft formal correspondence, technical documents, and compose educational articles and newsletters for local media outlets; maintain other educational and public relations documents and publications (e.g., reuse and recycling guide, annual reports, etc.). 
5. Address customer inquiries in a timely, courteous, and professional manner; support the development of recycling/diversion profiles and provide accurate information regarding City of Grand Junction recycling facilities, operations, programs, services, and special events. 
6. Interface with waste reduction and recycling customers, clients, vendors, and the general public; enhance public relations and collaboration with governmental and nongovernmental organizations, non-profits, and commercial businesses through various communication methods. 
7. Assists with the identification, research, and application for grants, loans, and other local, state, and federal funding opportunities; review and/or prepare grant required reports and submit as required by the grant documents. 
8. Develop requests for proposals, qualifications, and bids for special projects, professional services, and other operational and administrative needs. 
9. Provide administrative support to all recycling/diversion operations and administrative functions, including but not limited to developing forms, policies, and procedures; maintain federal, state, and local registrations, prepare bill of ladings, tabulate data, maintain records and databases, develop, and maintain franchise agreements, and other related documents. 
10. Maintain and manage records, databases, permits, and registrations to ensure compliance with Colorado Department of Public Health and Environment (CDPHE).
11. Represent the General Services Department to other departments, elected officials and outside agencies; present information and provide updates on recycling and diversion programs, services, special events, and education and outreach initiatives. 
12. Perform other duties of a similar nature or level.


QUALIFICATIONS

Knowledge of:

Principles of supervision and training.
Modern office technology and equipment, including computers and related software applications.
Planning and executing programs, services, or events.
Solid waste/recycling industry, including the philosophies of integrated solid waste management, natural resource conservation, and conventional recycling methods.
Outreach, public relations, public speaking, and building professional relationships both internally and externally.
Safety and personal protective equipment (PPE).
English usage, spelling, grammar, and punctuation.
Principles of budget preparation and administration.
Operations, services and activities of a comprehensive public works maintenance, recycling, and waste diversion initiatives.
Procedures, methods, practices, materials, and equipment commonly used in a public works maintenance, construction, and repair program.
Types and level of maintenance and repair activities generally performed in assigned maintenance program.
Elements of construction technology as they relate to assigned construction, maintenance, and repair activities.
Customer service principles and problem resolution techniques.
Principles and practices of record keeping.
Applicable tools and equipment operations.
Applicable Federal, State, and local codes, laws, and regulations.

Ability to:

Interpret complex rules, regulations, scientific information, and data.
Perform basic math computations such as calculating and converting cubic yards, tonnages, gallons, etc., and determining correct charges with rounding.
Oversee, direct, and coordinate the work of assigned staff.
Prepare, monitor, and administer budgets.
Respond to requests and inquiries from the public and City employees.
Analyze problems, identify alternative solutions, project consequences of proposed actions and implement recommendations in support of goals.
Accurately determine work required and estimate the labor, materials, and cost of such work.
Read and understand engineering plans and specifications, blueprints, and technical manuals.
Establish and maintain accurate records, logs, and files.
Interpret and apply Federal, State, and local policies, laws, and regulations.
Operate and use modern office equipment including computer and various software applications.
Communicate clearly and concisely, both orally and in writing.
Establish and maintain effective working relationships with those contacted in the course of work.
Speak, read, comprehend, and write the English language fluently.




Experience and Training Guidelines
Minimum Requirements:

Experience:
Three (3) years of increasingly responsible recycling and waste reduction experience including one (1) year of supervisory experience and responsibility.
 
Training:
Two (2) year technical degree in the social or natural sciences, business administration, public administration, education, natural resources management/conservation, environmental science, sustainability, or a related field.
 
Other combinations of experience and education that meet the minimum requirements may be substituted.
 
License or Certificate
Possession of, or ability to obtain, a valid Colorado driver’s license.

Possession of, or ability to obtain, the City of Grand Junction Leadership Track certification within two (2) years of appointment.


WORKING CONDITIONS

Environmental Conditions:

The job is performed in the following working environment:

Office environment; exposure to computer screens.


Field environment.

The following condition(s) may be present on an occasional basis:
Hazardous physical conditions (mechanical parts, electrical currents, vibration, etc.)
Hazardous materials (chemicals, infectious disease, hazardous or toxic waste, dust, and odors, etc.) Extreme temperatures
Intense noise Local Travel

Physical Conditions:

The job is characterized by:

Light Work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or a negligible amount of force constantly to move objects.  If the use of arm and/or leg controls requires exertion of forces greater than that for Sedentary Work and the worker sits most of the time, the job is rated for Light Work.  

The following activities are very or extremely important in accomplishing the job's purpose and are performed on a daily basis: 

While performing the duties of this job, the employee is regularly required to balance, sit, stand, reach, walk, stoop, kneel, crouch, push, pull, lift, twist, demonstrate manual dexterity, grasp, talk, hear, and see. The employee is required to work regular shifts and stay alert during prolonged periods of stationary or repetitive activity.
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