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Job Description

Job Description

Recycling Coordinator

	TITLE:
	Recycling Coordinator
	JOB CODE: 
	2960

	DEPARTMENT:

SALARY RANGE:
	Public Works

$25,785 - $38,677
	FLSA:

CLASSIFICATION:
	Non-Exempt

Classified

	PREPARED:
	October 2004
	UPDATED:
	March 2010


Summary:  Under general supervision, provides recycling services to City residents; collects recycled material in bins and compacts the material for transfer with the assistance of Department of Corrections inmate labor; markets collected, packaged product; cleans and maintains area around the recycling bins; and provides assistance to sanitation crews as assigned.

Representative Job Duties:  The list that follows is not intended as a comprehensive list; it is intended to provide a representative summary of the major duties and responsibilities.  Incumbent(s) may not be required to perform all duties listed, and may be required to perform additional, position-specific tasks.

· Receives recycled items from residents and assists in loading into bins.

· Works with medium to large businesses to facilitate the recycling of materials; oversees the collection of recyclable materials onsite.

· Unloads bins into compactor to keep bins clear for other customers; operates compactor to compress paper material such as newspapers, magazines and cardboard; operates bailer to secure bundles for pickup.

· Performs market surveys and negotiates to attain the best price for packaged product.  

· Maintains the recycling area and the bins; pickups and disposes of loose material; keeps quantity of material in bins at a minimum; cuts grass and trims as necessary.

· Assists the sanitation crew as assigned; empties trash bins and loads in trucks; cleans pickup areas as necessary.

· Oversees Department of Corrections inmate labor. 

· Performs other related duties as assigned.

Required Knowledge and Skills:

· High degree of knowledge of City policies and procedures or equivalent knowledge of and experience in understanding and applying similar policies and procedures of another employer.

· High degree of knowledge of occupational hazards and safety rules and regulations.
· High degree of knowledge of the rules and guidelines related to work zone safety.
· High degree of knowledge of laws, regulations and procedures related to directing a DOC work crew or ability to obtain.
· Mid level skill in the use and operation of standard tools, power equipment and vehicles.

· Mid level skill in following written and oral instructions.

· Mid level skill in maintaining effective working relationships with co-workers, other City staff and the public.

· Mid level skill in instructing, directing and maintaining the safety of an inmate work crew or ability to obtain.
· Entry level skill in working as a part of a team.
Education, Experience, and Certifications:

· High School Diploma or GED.
· One (1) year of work experience.

· State of Arizona class D driver’s license.

· Certification from the Department of Corrections to supervise inmate labor or ability to obtain.
Environmental Factors and Conditions/Physical Requirements:

· Work is performed in an outdoor and indoor environment with potential prolonged exposure to noise and chemicals. 

· May be subject to repetitive motion such as vehicle and equipment overhauls.

· May be required to lift and carry up to 75 pounds.

Equipment and Tools Utilized:

· Equipment utilized includes basic hand tools, power tools, forklift operation and baling tools.
Approved by Mayor and Council on May 4, 2010 
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