




JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Streetscene Services
	POSITION NO:

	SECTION:

	Waste Management
	GRADE: 4

	JOB TITLE:

	Refuse & Recycling  Collector
	DATE PREPARED: July 2012

	EVALUATION DATE:
	19 April 2016
	JE NUMBER: NC1407


	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked After children and treating all customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.



	PURPOSE: 
To provide a regular and efficient refuse and recyclables service to the residents of Hull including domestic and trade waste.  To collect and remove waste, as per the daily schedule, and contribute to the completion of the out put target of the crew.
To provide statutory refuse service to public and trade customers contributing to the Council’s statutory recycling targets and departmental objectives




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To collect empty and return a range of heavy wheeled bin containers from various locations, including domestic and trade properties in all weather conditions.  An output target of approximately 1,500 collections per crew per day resulting in the collection of approximately 20 tonnes per day.  To complete daily work schedules and collect additional waste during holiday periods to ensure full service delivery.

	2.
	To operate a range of manual, semi automatic and automatic bin lifting equipment.  Ensuring correct alignment, placement and removal of heavy containers from bin lifting equipment.  The operation of all safety features including safety stop buttons in accordance with safe working procedures to prevent damage, spillage and injury.  Ensuring public safety and preventing any public contact with equipment

	3.
	Assist in the safe upkeep of the vehicle including daily & weekly maintenance checks and recording vehicle checks, defects, mileage and driving hours etc. as required, ensuring all loads are legal and sign as a true record. Reporting suspected urgent vehicle faults to Driver/Charge hand and wait with vehicle for breakdown assistance.

	4.
	Provide advice and assistance to groups who request help with removal of the refuse.  To enter and exit individually agreed properties removing refuse from and communicating with the elderly, disabled, vulnerable and trade (use of keys/swipe cards) customers, which equates to 6% of all waste collection services.

	5.
	Provide information and advice to customers on all Waste Management issues including bin presentation, overloaded bins, damaged bins and access to other services i.e. bulky items and recycling.  To respond to customer enquiries, including instances of confrontation, in a polite and courteous manner at all times. 
To be responsible for informing the public through leaflets, stickers or letters regarding any changes to service delivery, including holiday arrangements which can effect up to 7,500 properties, to maximise public awareness.

	6.
	Operating and be fully responsible for the use of the mobile/hand held or in-cab technology, to interact, communicate, report any fault, complaint and to respond to both customers and call centre staff, to liaise with the Call Centre for non-presented bins, heavy bins or bins that have raised lids in accordance with the policies of the Council. Identifying problems/issues that need reporting to the call centre via hand held technology or to a line manager via mobile telephone.

	7.
	Make operational decisions on areas of collection, damaged bins (reporting and arranging delivery of new or repair of existing and remove damaged bin if necessary), heavy bins (which may damage bin lifting equipment and may result in being consumed by vehicle) and appropriate bin presentation to ensure safe collection, informing customer of any problems, and identifying any faults with equipment.
To enter premises to carryout varied collections gaining entry be use of keys, swipe cards etc 

	8.
	To report to the driver/chargehand any problems affecting crew performance or service delivery that may prevent service provision including instances of customer confrontation that cannot be resolved.

	9.
	Collection of data through the use of electronic handheld barcode scanners to enable accurate monitoring of  waste and recycling participation rates

	10.
	Undertake all the duties of a recycling, blue bin, garden/kitchen waste, clinical waste collections, and collector as required including manually handling.

	11.







	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health & safety and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

It is important that all operatives themselves available for Health and Safety Training and any training specific to their role.

	12.
	Undertake any training required to ensure that all aspects of the duties are undertaken competently. To undertake NVQ level 2 qualification within 18 months of being successful in post.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.

WORKING PATTERNS:
Daily timeline 
  
Start Times -	0645 daily.

Finish Times – Monday to Thursday 1445. Friday 1415

Normal working days on which Bank Holidays fall, will be worked either on the preceding or following Saturday, except for Good Friday, which, will be worked until either the Council or the Trade Unions propose a change in writing giving three months notice.  In addition with regard to the two statutory days, one in May and the other in August and the additional concessionary day at Christmas; these will be worked and paid in line with national terms and conditions.




	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.	Responsibility for Staff:

To act as chargehand in their absence or as required responsibility for a crew of 2
 
Crew salary of - £27,248 (Driver & Operative)


2.	Responsibility for Customers/Clients:

Communicating and liaising effectively with customers, dealing with any enquiries and reporting information to either the Call Centre via in-cab technology or to their manager.

Up to approximately 7,500 properties per week equalling 1.800 bins per day (Approximately 34 tonnes refuse or 10 tonnes recyclables) 


3.	Responsibility for Budgets:

None


4.	Responsibility for Physical Resources:

Vehicles up to the cost of £100,000

Bin lifting equipment - £15,000

Trade property keys and swipe cards to gain entry.

Safe keeping of electronic hand held computer valued at £250

Mobile Phone (Value £50), swipe cards and keys to commercial and private domestic property

1,500 bins per day at a cost of £28 per bin which if damaged or destroyed by crew needs replacing.



	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:

Communicate effectively with Crew, Manager and customer relations in order to relay information to achieve the best possible service for all areas.  Reporting problems in other service areas that may need attention.
Working along with Street Cleansing to maximise departmental goals


2.	With Any Other Council Areas

To identify and report issues relating to other service areas such as:

Streetcare
Housing
Highways
Enforcement
Street Lighting


3.     With External Bodies to the Council

To communicate effectively with external waste contractor at the Waste Transfer Station and ensure compliance with waste transfer site rules.

To communicate effectively with the public and trade customers regarding service issues, access problems, damage etc.





	ORGANISATION CHART: 

	
 (
Refuse & Recycling Driver Chargehand
Refuse 
and Recycling 
Collector
X 2
Team Leader
)




	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	
	
	
	
	

√
	


	To walk up to 20 miles per day.
To lift heavy objects up to 25kg.
To access & egress for high level vehicles.

To pull & push containers up to 500kg with assistance.

Collect approximately 20 tonnes of refuse per day.
Collect additional waste during holiday/catch up periods

	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	
	
	
	
	

√
	


	To work in extreme weather/working  conditions
For over 75% of the working day, this includes rain, heat, cold, dust etc.

Constant attention to traffic and machinery in the collection, emptying and returning of heavy wheeled bins. 

Assist driver/chargehand and team leader with the completion of all paperwork; to contribute to performance management and to complete independently when acting as chargehand.

Follow set procedures and solve basic operational problems, including route planning, access issues, vehicle breakdown problems and safe use of collection equipment. 

	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	
	

√
	
	
	To deal with difficult situations including verbal and physical abuse from residents, road users, trade customers.

Ensure all tasks are complete as per schedule on a daily basis in line with safe working practices and procedures.

To communicate effectively with driver chargehand, manager & public relaying information or receiving additional tasks.

Ensuring public safety and preventing public contact with equipment.

To enter and exit individual properties removing refuse from and communicating with the elderly, disabled and vulnerable customers.

Dealing with customer’s onsite to solve day to day issues. Take reports from customer for other service providers and reporting via hand held technology or other medium.





	
PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	LGV Class 2 driving licence
	
	√
	AF/CQ

	
	Good Literacy and Numeracy – to enable the completion of times sheets, schedules and any other relevant documentation.
	
√
	
	
AF/CQ

	
	Health & Safety
	
	√
	AF

	2. 
	Relevant Experience:

	
	Some LGV driving.
	
	√
	AF/I

	
	Ability to deal with members of the public.
	√
	 
	AF/I/R

	
	Experience of manual work and working in an outdoor environment
	√
	
	AF/I/R

	
	Basic Induction
	
	√
	AF/I

	
	Recycling Knowledge
	
	√
	AF/I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Diplomacy and leadership skills
	
	√ 
	AF/I/R

	
	Good level of physical fitness and ability to walk upto 15 miles per day
	√
	
	AF/I/R

	
	To lift heavy objects upto 25kg. 
	√
	
	AF/I/R

	
	To access and egress from high level vehicles. 
	√
	
	AF/I/R

	
	To work in extreme weather/working conditions for over 75% of the working day, this includes rain, heat, cold, dust etc.
	√
	
	AF/I/R

	
	To push and pull containers upto 50kg with assistance
	√
	
	AF/I/R

	4. 
	Knowledge:

	
	Waste Management Knowledge
	√
	
	I/AF

	
	Training will be given.
	√
	
	AF/I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Good communication skills to ensure best possible service delivery. 
	√
	
	AF/I/R

	
	Supervisory, training and, mentoring skills.
	√
	
	AF/I

	
	Ability to promote good customer care and principles.
	√
	
	AF/I/R

	
	Ability to use hand-held computer.
	
	√
	AF/I

	
	Customer care course.
	
	√
	AF/I

	
	Written Skills

	
	None
	
	
	

	6.
	Other:

	
	Must be able to walk long distances.
	√
	
	AF/I

	
	Move heavy loads bending and lifting.
	√
	
	AF/I

	
	Getting in and out of the vehicle regularly.
	√
	
	AF/I

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	
	N/A
	

	
	Improving services
	
	N/A
	

	
	Analysis and decision making
	
	N/A
	

	
	Making things happen
	
	N/A
	

	
	Communicating with impact 
	
	N/A
	

	
	Collaboration 
	
	N/A
	

	
	Developing self and others
	
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	None
	
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	If the postholder does not require a DBS disclosure the candidate is required to declare unspent convictions only.
	√
	
	AF(after short listing)
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