Job Summary

	Post Title
	Project Officer (Waste)
	Proposed Pay Grade
	Grade 6

	Directorate 

Service Area
	Communities

Neighbourhood Services (Waste Collection Programme)
	Line Manager
	Programme Manager (Waste)

	Post Number/s
(Mandatory for existing posts,
If multiple posts state all)
	n/a – new post
	If existing post is the post title changing? If yes state both
	n/a

	JE/GAR reference number (Mandatory for existing posts)
	COM26.78 
(previously COM21.107)
	Work Location
(state Council office)
	Walton Street, Aylesbury, plus other Council offices and agile / remote working

	Work style
(Delete as applicable)
	Any desk
	Job Family
&
Role Profile
	Technical – officer 

T06O

	DBS Check Required?
(Delete as applicable)
	No

	Politically Restricted Post?
(Delete as applicable)
	No
The Local Government and Housing Act 1989 prevents certain officers from taking part in political activities, such as holding office as a local councillor.
There are broadly two categories of restricted posts:
Posts which are ‘specified’ as per Section 2(1) of the LGHA 1989 and Posts which are ‘sensitive’, which means that they are politically restricted by virtue of the nature of the role, rather than the job title.



	Job Purpose and Job Context

	To support projects and initiatives relating to Waste Management services, supporting organisational, financial, strategic, procurement and supplier arrangements.  The cross-cutting nature of this work will require co-ordinating a range of activities that will ensure the Waste Management services are delivering value for money through efficient, effective and economic improvements.  A collaborative working relationship will need to be developed and maintained with all stakeholders and service delivery suppliers using resources from in-house and external experts.
Key areas of work include supporting a programme of waste related projects, including developing future delivery options and or service harmonisation / transformation within the Waste Services of Buckinghamshire.  

	Main Responsibilities and Duties

	•	Proactively support the delivery of waste related programmes and or projects within the Waste Management services, ensuring costs and service performance delivery are delivered in line with desired outcomes and budgets.  Will require authoritative professional advice, guidance and support to a range of internal and external customers / stakeholders.  Will need to support, prepare and present reports, management information and consultation responses for internal / external decision makers on a regular basis. 

•	Utilising and tailoring the PRINCE 2 project management methodology, to support, co-ordinate and manage project activities, ensuring they are delivered to agreed time, quality and targets.  Activities to include, but are not limited to: developing and coordinating project planning; monitoring progress against the critical paths; supporting risk management identification and monitoring; devising and keeping up-to-date project documentation including document control procedures; seeking exception approvals as required; supporting the management and monitoring of budgets for projects; producing monitoring and completion reports for projects; and compiling and delivering presentations relevant to each project.  The post holder will recommend innovative solutions and support initiatives to design and deliver improvements.

•	Support complex waste programmes / projects, including developing future delivery options and or waste services harmonisation / transformation, and consultation responses.  Will be required to support the identification and monitoring of risks within projects of responsibility and will need to collaborate closely with relevant in-house and external expertise to deliver the programme of projects to ensure outcomes are delivered to time including set tolerances of cost and quality criteria for end users.

•	Support and liaise with stakeholders to deliver initiatives to improve business processes and performance, demonstrating use of and promoting good practice.  Proactively develop and maintain good working relationships with all stakeholders, requiring skills in negotiation, collaboration, influencing and persuasion.  Practical, effective solutions are developed and delivered in accordance with legislative requirements and good practice guidelines and which address any environmental and technical / design issues. 

•	Identify opportunities for the Waste Management services, ensuring these are reflected in the forward business planning activities for the Service.  This will require making recommendations to inform decision making in relation to projects / activities and will involve the use of own initiative and professional expertise to manage sensitivities and or political needs.

•	Ensure Waste Management services maximise, identify and recommend target opportunities for internal and external funding.  Support work to develop, manage and submit bids for external funding in support of the agreed strategic approach.  External funding will involve working with partner organisations e.g. suppliers, funding bodies and central government. 

•	Contribute to and support the planning and delivery of larger programmes.  Monitor and report on waste service standards, monitor and manage aligned budgets to priorities enabling managers to make decisions.
· 

	Accountability

	· If this role manages a budget please state the size of the budget: n/a
· If this role monitors a budget please state the size of the budget: n/a 
· How many direct reports does this job have in its reporting line? None
· How many indirect reports does this job have in its reporting line? This will vary over time as will have task management of others such as specialist professional disciplines, project team / junior colleagues.

	Scope for forward planning and deadlines

		Planning & deadline requirements (tick all that apply):
	P
	Provide Job Specific Examples

	Up to 3 months
	P
	Forward Planning:
Planning for key project activities, e.g. reviews of documents, planning / forecasting each month’s project / programme planning.

Deadlines:
Would need to identify requirements and recommend / develop changes to policy and contribute to policy, service and strategy developments to line manager. Various day to day activities including escalations from subject matter experts.  
Examples: C4P targets, performance standard monitoring, budget monitoring, risk monitoring, research and investigations, short term projects, highlight reports, project plans, undertake contract reviews and make recommendations.

	1 year
	P
	Planning:
Planning for key project / programme activities, supporting decision reports, budget planning, business and Medium Term Financial Planning (MTFP) cycles.

Deadlines:
Would need to identify requirements and support recommend / develop changes to policy and contribute to policy, service and strategy development to line manager.
Examples: C4P targets, performance standard monitoring, budget monitoring, risk monitoring, research and investigations, programmes / projects such as delivery of procurement activities, medium term financial planning (MTFP), business planning, options appraisals and contract reviews.

	3-5 years
	
	




	Values and Behaviours

	We expect your values and behaviours to reflect the values of the organisation:
Proud 
· Perform to your best every day
· Cares about delivering the role and setting high standards
· Upholds the reputation of the service and the wider Council 
Ambitious 
· Ambitious to learn, develop and fulfil potential
· Ambitious to do things better 
· Solution focused looking for suitable resolutions
Collaborative 
· Effectively engages with others sharing ideas and solutions
· Able to look at things from different perspectives
· Happy to work with others to achieve outcomes
Trustworthy 
· Accountable for actions
· Behaves professionally and to professional standards
· Quick to respond and show initiative



The following criteria will be assessed from information provided on your completed application form, during the shortlisting and assessment process, and from your references.
	Knowledge, Skills and Experience 
(taken from role profile to complete)
	Job Specific Examples
	Essential
	Desirable

	Relevant experience and knowledge from working in a waste management area demonstrating knowledge of waste management techniques across the waste hierarchy.  
	Knowledge and experience of local authority waste prevention, reduction, collection and treatment / disposal.
	
	

	Plan and organise projects to ensure the delivery of the service for which you are responsible. Support the development and implementation of the service plan and contribute to technical strategies for specific area of responsibility.
	PRINCE 2 or equivalent. 

Projects are delivered to agreed specification, timescales and budgets.
	
	

	Proactively build and maintain good working relationships and communicate effectively with all stakeholders, to ensure service delivery and to share and identify best practice. Represent professional service area internally and / or externally demonstrate and promote good practice.
	Communications are clear, well planned and effective.
	
	

	Good communication, interpersonal and influencing skills.
	Communicate with people at all levels confidently, sensitively, and diplomatically.
	
	

	Good time management skills to manage a workload.  Prioritise and set deadlines and cope with conflicting and changing demands.
	
	
	

	Co-ordinate the work of others.
	Demonstrate ability to task mange others through the supplier chain.
	
	

	Support specialist projects or improvement programmes contributing to the delivery of larger projects / programmes.
	Projects / activities have clear and assigned accountabilities, and are delivered to agreed specification, timescales, governance requirements and budgets.
	
	

	Assess and evaluate information / situations. Recommend, develop and implement solutions / interventions. Assess and mitigate any associated risks.  Escalating risks and issues as necessary.
	Situations / information are examined and evaluated from a professional standpoint.
	
	

	Good research, analysis, interpretation and evaluation skills, demonstrating the ability to identify and diagnose problems / issues and develop effective solutions.
	Reports / specifications / business cases / documentation / recommendations are produced in the appropriate format, presented and shared.
	
	

	Identify additional service requirements or service shortfalls and recommend solutions.  Co-ordinate initiatives to improve business processes and performance.  Support the development and implementation of policies, procedures and systems.
	Improvement opportunities and plans to achieve them are identified and recommended.
	
	

	Monitor and report on service standards / budget for relevant area of responsibility as required. Identify issues for further review by budget holders and managers. Manage / monitor project resources / budgets as required.
	Quality, performance and / or other management information is provided accurately to the required timescales. Service standards improve.

Ensure all financial transactions are processed and reconciled correctly.  
	
	

	Good ICT skills, including Microsoft applications and specialist systems
	Demonstrate proven experience and ability of being an ICT user including word processing, spreadsheets, projects, databases, presentations, email, Visio, web-based applications and other telecommunication systems.
	
	

	Qualifications 
(taken from role profile to complete)
	Essential
	Desirable

	Accredited project management qualification e.g. PRINCE 2
	
	

	Educated to degree level, or equivalent standard.
	
	

	Member of Chartered Institution of Waste (CIWM)
	
	

	Other Requirements
	Essential
	Desirable

	A full driving license required to be able to carry out the role 
	
	

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	Yes

	For all other post regardless of whether require a Basic check or no check at all
This post is covered by the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare: 
• All unspent cautions and/or unspent convictions 
For further information on how long it takes for cautions and convictions cautions to become spent, please refer to our guide on the Rehabilitation of Offenders Act 1974 (updated 2023) | Nacro
	Yes



	This job summary is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder.  This job summary is intended to provide a broad outline of the main responsibilities only.  The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager.







