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Job Description Template for GLPC Grades

London Borough of Bexley - Job Description Template for GLPC Grades
(Bexley01-09)

Job Title: Environmental Services Project Officer
Grade: Bexley 10
Management Group: Officer
Department: Neighbourhoods	
Section: Environmental Services
Reports to: Environmental Services Manager (Waste Collections & Service Delivery)
Responsible for: The post holder has no line management responsibility. 
Functional links with: Environmental Services Team, Transformation Programme Team, Business Support Team, Communications Team, ICT Team, Corporate Performance Team, Environmental Health, Customer Services (Contact Centre), Operational Teams, contractors, funders, housing associations / managing agents and Council members. 
Main purpose of the job: 
The post holder will be required to develop, implement, deliver, monitor, analyse and review projects that will lead to service improvements, cost savings and increased revenue within the Environmental Services area.  
Major Duties and Responsibilities: 
Developing and coordinating activities to promote recycling and waste minimisation, improve street cleansing standards and to reduce littering and fly-tipping, providing a link with contractors, colleagues, senior Council officers, elected members, partners and outside agencies.
Support the Environmental Services Managers and Head of Environmental Services in devising changes to services that help the Council achieve efficiency targets whilst also meeting all relevant legislative requirements.
Preparing applications and writing reports for funding from external funders and to seek internal approval for additional budget allocation.  Ensuring that all the requirements of external funders are met, timescales adhered to and projects are delivered to budget.
The postholder will have an understanding of legislation and policy relating to waste and recycling collections, waste disposal, street cleansing and enviro-crime enforcement.
Preparing and delivering presentations of a technical and educational nature to stakeholders, professional bodies and community groups.
Ensuring that working practices and processes are developed that maximise the use of emerging technology to ensure the efficient and effective delivery of services and increase customer satisfaction.
Lead, coordinate and deliver communication campaigns to educate residents about Council services or encourage behaviour change while satisfying national requirements and meeting the Council’s equalities and diversity policies.
The postholder must work flexibly in undertaking the duties and responsibilities of this job and participate as required in multi-disciplinary cross-department and cross-organisational groups and task teams. 
Responding to communications submitted by e-mail, in writing, or in person and investigating complaints made by all stakeholders.
Manage complex datasets and be able to use data to understand service quality and measure the success of projects.  
Maintaining records, producing statements and reports to enable colleagues to collate information and make effective decisions and to contribute to the planning and execution of specialist work.
Assistance with the supervision and training of new staff through the induction period.
Carrying out any other duties as directed by the line manager.
Resources: The post holder has no responsibility for resources. 
Job Activities:
Projects: To deliver Environmental Services projects linked to improvement and changes in operational delivery. These can include customer journey transformation projects to improve the customer experience, digital transformational projects aiming to improve efficiency within the service and for Bexley residents; commercial transformational projects aiming to generate income for the Council, service change projects that affect all residents in Bexley, as well as any other projects within Environmental Services. 
Contract monitoring: To monitor the performance of the Street Services contract on site in relation to all services. To challenge the contractor’s performance through issuing formal rectifications and defaults. 
Health and Safety: To have an excellent working knowledge of Health and Safety legislation and established working practices and standards within the waste industry.
Complaints and member enquiries: All complaints and enquiries are to be rectified in a timely manner and responses sent to customers. Effective monitoring is a must after the complaint has been resolved to prevent reoccurrence.   
Engagement: To engage with residents, businesses and voluntary sector organisations and educate them on best recycling practices. 
Data collection and analysis and submission: To collate data from multiple sources internally and externally and produce performance reports linked to SLAs and corporate targets. To ensure statutory reporting timelines are met. 
Signed by:
Post holder: _______________________________________________________
Date: ___________________________________________
Line Manager: _____________________________________________________
Date: _______________________________
Assistant/Deputy Director or Head of Service

Person Specification

Management Group: Officer
Department/Section: Neighbourhoods/Environmental Services
Job Title: Environmental Services Project Officer
Job Family: Customer Facing
What level of education, knowledge, qualification, experience, competence, breadth of skills and training are necessary to enable the job to be performed fully and effectively? Note that this information should relate to the qualifications etc. required for the job and not necessarily the same as the existing/previous post holder.   Is there any statutory requirement for a qualification for the post?
Disabled applicants only have to meet the Essential Criteria to guarantee them an interview.  Items must therefore only be listed as essential if the post holder would be unable to perform the role without them. 
Please also bear in mind that your interview questions will also need to be developed to assess the requirements contained in the person specification.
	Selection Criteria
	Essential/Desirable (E/D)
	Method of Assessment (see key)

	(a) Education and formal training
A formal qualification in project management

A current full UK Driving Licence 

An HNC / degree in a relevant subject.

Member of an appropriate professional body (e.g. CIWM)
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	(b) Relevant technical experience, knowledge & skills/abilities
A good understanding and specialist technical 
knowledge of waste management & street cleansing and enviro-crime enforcement working practices, circular economy principles and the legislation governing those practices and 
principles 
Experience of working with contactors 

Project management experience


English Language Requirements for Public Sector   Workers.  

Ability to speak with confidence and                                          accuracy, using accurate sentence structures          and vocabulary.
Ability to choose the right kind of vocabulary for the situation in hand without a great deal of hesitation.
Ability to listen to customers and understand their needs.
Ability to tailor your approach to each conversation appropriate to the customer, responding clearly even in complex situations.
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	(c)  Other Additional Requirements

Access to and use of a car to travel around the borough. 
	

E
	

A



KEY: 
I = Interview, A = Application Form, AT = Ability Test, PQ = Personality Questionnaire,
P = Presentation, PE = Practical Exercise, DBS = Disclosure & Barring Service, DL = Driving Licence
Applicants will be assessed against these criteria and the following high-performance indicators throughout the recruitment process.
*  Guidance on the appropriate Job Family to be assigned to this post can be found at the following link:
https://bhive.bexley.gov.uk/how-do-i/tasks-and-guides/job-evaluation/?page=5
Please contact your HR Adviser if you require any advice on the relevant job family for the role.



High Performance Indicators
	Values
	Behaviours for staff
	Behaviours for managers

	Innovation
	I respond flexibly and adapt to changing demands 

I am prepared to take managed risks to achieve better outcomes

I ask ‘What if…? to develop fresh thinking and innovative approaches to generate and implement solutions to improve performance and challenge the status quo
	I routinely look for innovative and cost-effective ways to improve performance and customer service

I champion change and deal successfully with ambiguity, enabling people to see positive and exciting possibilities for the future

I take calculated risks based on available evidence and my professional judgement to learn and try new things

	Leadership
	I demonstrate a clear sense of purpose and direction, in line with organisational objectives

I am willing to take difficult decisions

My personal actions promote a positive image of Bexley
	I take responsibility for my service and for making things happen to make a difference to my service users

I create an environment where staff can thrive and show I value and trust staff, give praise and recognise good work

I inspire, lead and encourage staff to move forward

	Collaboration
	I show respect for others and value contributions from internal and external partners and customers

I recognise the right solution, regardless of who initiated it

I seek out and work with partners who can help me achieve the outcomes and objectives I need to deliver
	I encourage the feeling that the team is a collective unit with shared goals

I engage with service partners and other areas of the Bexley organisation to understand the demands on others and seek solutions as One Council

I network internally and externally

	Listening and Responding
	I acknowledge other people’s viewpoints and work with them to find a win-win solution

I prepare and present information anticipating questions and problems

I adapt my style to the audience and their needs, using the most appropriate communication channels
	I seek regular service user feedback and review customer data to shape service improvements 

I ask staff for ideas on how to improve our service and how I can improve as a manager, listen to them and act on  them

I empower staff to make decisions and changes to improve value for money, customer service and productivity

	Open and Accessible
	I see issues from the customer / user perspective

I monitor customer feedback and level of satisfaction with the service they receive, and use this to improve and pre-empt customer needs

I seek to build and maintain positive relationships with customers and partners
	I am accessible to my service users, customers, staff and Members

I communicate and share a clear vision for the bigger picture as well as specific service areas

I outline what is expected of individuals and their contribution to the whole, and am consistent in my expectations

	Impact
	I prioritise my activities and resources to focus on those which have the most impact for residents

I take responsibility for making things happen and achieving my objectives

I make decisions and clear recommendations based on my professional opinion and experience, informed by a range of information and evidence
	I design services that provide value for money and deliver our outcomes, informed by evidence

I produce, prioritise and adapt plans to meet changing requirements

I set interim goals to achieve notable wins on the way to larger objectives

I deal with poor performance


These HPI values should not be changed.
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