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	Job Description



Waste Management Assistant (Transfer Station Attendant)
Reference: 3636
Date: May 2026

Job Family:	Transport and Neighbourhood Management/Waste and Green Spaces Operations
Level:				1
Band: 				3		 
Career Track: 			Operational

	Job Purpose



To ensure the safe and effective day to day operational use of a waste transfer station in accordance with its Permit. 

	Service Purpose


[bookmark: _Int_9q79Uz9h][bookmark: _Int_n4Sr9uN9]The primary purpose of Neighborhood Services is to work with local communities and other key stakeholder organisations to improve the physical appearance and quality of life within our communities, making them cleaner, more sustainable, self-sufficient and safer places. Neighbourhood Services is part of the Place & Regeneration Directorate, which is responsible for economic growth, regeneration, housing and environment.
Neighbourhood Services are responsible for a number of key council services including waste and recycling, environmental enforcement, street cleansing and grounds maintenance, bereavement services, fleet services and countryside services. These are high profile services that make a significant contribution to the delivery of our corporate plan.
	Duties and Responsibilities



Waste Compliance & Monitoring
· Undertake visual inspections of all waste delivered to ensure compliance with Permit conditions, Council policies and procedures.
· Identify and record non-compliant waste or activities, reporting issues and supporting investigations and Environment Agency inspections as required.

Waste Handling & Transfer Operations
· Carry out safe sorting, handling and loading of waste using plant, machinery and manual handling techniques to support transfer operations.
· Manage the receipt, movement and dispatch of waste to ensure efficient throughput and continuity of service within the transfer station.

Site Operations & Capacity Management
· Coordinate with operational staff, suppliers and contractors to maintain site capacity and ensure timely and orderly exchange of skips.
· Ensure operational continuity by preventing service disruption through effective day-to-day management of site activities.

Health, Safety & Environmental Standards
· Maintain a safe working environment, including safe traffic management and use of plant, equipment and tools in line with risk assessments and procedures.
· Keep the transfer station, site office and surrounding areas clean, secure and tidy, including undertaking litter control activities.

Record Keeping & Administration
· Accurately complete all required documentation relating to waste movements, including details of personnel, vehicles, waste types and transfers, in line with procedures and Permit conditions.

Vehicle & Equipment Maintenance
· Carry out routine vehicle, plant and equipment checks, cleaning and basic maintenance in accordance with established procedures.

Service Delivery Standards
· Complete all duties within agreed timescales and to required quality and service standards.



	Person Specification


	Professional and Technical Requirements



Qualifications
· Accredited training in the use of mobile plant and machinery used for loading vehicles. 
· Level 2 in Waste Management or equivalent in an appropriate subject. 


Knowledge, Skills and Experience
· Experience of carrying out vehicle checks. 
· An awareness of Health & Safety legislation and its application in the workplace
· Appreciation of safe manual handling techniques. 
· Exchange straightforward information, orally and in writing, and deal with issues raised by staff and service users in a calm and logical manner.

	Core Competency Requirements



· Communication: Communicates clearly and respectfully to support shared understanding.  Uses active listening to confirm meaning and respond appropriately.
· Collaboration: Works with others to complete tasks and support service delivery.
· Service Delivery: Delivers tasks to expected standards and timescales, following procedures and guidance. Uses resources efficiently to support effective delivery.
· Decision-Making: Makes decisions using guidance and procedures.
· Digital & Data Literacy: Uses standard digital tools to complete work, following guidance on data protection and digital safety.
· Adaptability: Adapts to change and feedback.  Applies learning to improve own work and support team outcomes.
· Problem-Solving: Resolves issues using known solutions.
· Community & Customer Focus: Delivers services with care and respect, considering diverse needs and ensuring a positive customer experience.
· Leadership:  Supports colleagues and takes responsibility for own work.
	Strengths



· Disciplined: You follow processes, operating well within set standards, rules and guidelines. 
· Responsible: You take ownership for your decisions. You hold yourself accountable for what you have promised. 
· Precise: You concentrate on detail and make sure everything is accurate and error free. 
· Team Player: You work well as part of a team and strive to ensure the team pulls together and is effective. 
· Resilient: You have inner composure, recover quickly from setbacks and learn from them. 

	Desirable 



· A willingness to attain a Certificate of Technical Competence for waste transfer station operations. 
· Recent experience of driving HGV vehicles, mobile plant and machinery on a regular basis. 
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