Middletown, CT
Job Description

Classification Title Recycling Coordinator
Job Code

Department Public Works

Union Group AFSCME 466

FLSA Status

Pay Grade

PURPOSE OF POSITION

The purpose of this position is to coordinate and oversee recycling, composting, solid
waste and household hazardous waste operations and activities for the City. Fhe-werk

. : | S 1l . : . ke,
ESSENTIAL DUTIES & RESPONSIBILITIES

The intent of this job description is to provide a representative summary of the major
duties and responsibilities performed by incumbents of this job. Employees may be
requested to perform job-related tasks other than those specifically presented in this
description.

Coordinates and oversees recycling operations, activities and purchases. Develops
specifications for composting and recycling services and equipment. Researches
and provides technical information for managing the system and reeyeling-and-solid
waste purchases. Applies for and administers recycling grant programs.

Designs, distributes and conducts education and publicity campaigns, promotions
and spemal events to promote recycllng programs and services. Organizes-and

w%h—@%y—s—se#d—waste—h&u#e#&Enforces recvcllnq and sol|d Waste requlat|ons for

individuals, institutions and businesses. Investigates solid waste and recycling
complaints. Monitors violators to ensure compliance with laws. Organizes and
distributes hauler registrations and licenses.

recyclable materials. Coordinates activities with end markets and processing

centers. Writes specifications and oversees bid process for marketing the materials.
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o Prepares a variety of reports, documents and cerrespendence;
tracescorrespondence. Traces tonnage and produces monthly reports. ;-eCompiles

data to meet state reporting requirements for recycling and transfer station.

e Participates in state and local organizations_and activities. -are-\Aesleyan-Reeyeling
Activities:-dDevelops and lobbies for solid waste and recycling legislation to help the

program.

o Perform other related duties as assigned.

MINIMUM JOB QUALIFICATIONS

Education and Experience

Bachelor’s degree in Environmental or Public Administration and at least two years of

experience in with-five-years-ef progressively-respensible-recycling
coordination/promotion. -experierce-orany-combination-of-education-and-experience
chobmrmds oo nenelontinandodon clalle nnd o bilinae

Appropriate education substitutions can be made.

Other

e Position requires possession of a valid Connecticut driver’s license.
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PREFERRED QUALIFICATIONS

Master's degree in Environmental or Public Administration and at least five years of
recycling coordination and promotion experience. Member of CT Recyclers Coalition.

KNOWLEDGE, SKILLS, and ABILITIES

o Reguires-the-aAbility to perform mid to upper-level data analysis including the ability
to coordinate, strategize, systematize and correlate, using discretion in determining
time, place and/or sequence of operations within an organizational framework.
Requires the ability to implement decisions based on such data, and oversee the
execution of these decisions.

Reguires-the-ability-to-provide-first-ine-supervision—Ability to persuade, convince,

and train others

preeedwes—&nd—sta#&%ds—te—speem&sﬁaaaen&Knowledqe of SO|Id Waste and

recycling laws

o Reguires-the-aAbility to utilize a wide variety of reference and descriptive data and
information such as weight slips, reports, registrations, assignments, memos,
purchase orders, ordinances, manuals, references, laws, regulations, blueprints,
correspondence and general operating manuals.

ewne&—ha&le%s—ms&deFHs—th&media_and—the—pubheKnowledqe of equmment

optlons and solid waste manaqement systems
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Ablllty to Rrelate to and mteract Wlth a non- tradmonal and d|verse student and «——{ Formatted: List Paragraph, Space After: 3 pt |
employee population

Ability to Wwork independently

Ability to Rread, analyze, and interpret standards, policies, procedures, and
regulations

Ability to Bdevelop and write reports, policies, and correspondence
Ability to Hhandle common inquiries or complaints
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Ability to Bdefine problems, collect data, establish facts, and draw valid conclusions

Ability to Pperform mathematical computations such as addition, subtraction,
multiplication, division. Calculate percent distributions, increase rates, and similar
computations.

Ability to Eexercise good judgment and focus on detail as required by the job

Ability to ©operate standard office equipment, such as computer keyboards and
monitors, copiers, scanners, and telephone

Ability to Yuse (or learn to use) computer software and systems applicable to the
position

Ability to Ffollow oral and written instructions and procedures

Ability to €collect, organize, and interpret data and prepare accurate records
Ability to €compare data from a variety of sources for accuracy and completeness
Ability to ©organize large volumes of detailed data and information

Ability to Mverify and maintain accuracy of detailed data and information, detect data
errors

Ability to Mmeet schedules and deadlines of the work unit

Ability to €communicate in English effectively orally and in writing
Ability to Mmaintain well-organized materials, files, systems and tools
Ability to Aadapt to changes in work situations and priorities

Ability to Rreason/analyze; use logic to identify and resolve problems
Ability to Eevaluate, organize, and summarize data and information

Ability to Eestablish and maintain constructive and cooperative interpersonal
relationships with staff, peers, supervisors, or managers in the work unit and other
departments, as well as with staff of outside entities and other individuals, as
applicable to the essential duties and responsibilities

Ability to Ssatisfyies the needs of internal and external customers accurately and
promptly, treating customers with fairness and respect.

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

WORKING CONDITIONS

The working conditions described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Position requires talking, hearing, seeing, grasping, standing, walking and repetitive
motions.

The City of Middletown, CT is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the City will provide reasonable accommodations to
qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.
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