                              CITY OF YELLOWKNIFE
Job Description

October 2020
________________________________________________________________________________

POSITION TITLE:  Administrative Assistant, Solid Waste Facility 
POSITION NO: 902-152U  

DEPARTMENT:  Public Works
DIVISION:  Solid Waste Facility
LOCATION:    Solid Waste Facility
 SUPERVISOR'S TITLE:  Manager, Sustainability and Solid Waste
________________________________________________________________________________

SUMMARY OF THIS POSITION
Under the supervision of the Manager, Sustainability and Solid Waste, the incumbent performs a full range of routine administrative and clerical duties, receives and records all tipping fees for the Solid Waste Facility, performs some public relations duties and does data entry into an operations maintenance program.   The position involves working weekends as required.
OUTLINE OF DUTIES
· Performs cashier and data entry responsibilities for the Solid Waste Facility by:

- 
Opening cashier position.
· Collecting and entering data per prescribed procedures.

· Receiving and recording all tipping fees using a computerized system.
· Preparing bank deposits and reconciling daily receipts.

· Performing “End of Day Cash” procedures.
· Maintaining an accurate clientele information database. 
- 
Directing users with the placement of waste, recyclables or salvageable materials in designated areas.

· Completing Hazardous Waste Manifest as per environmental guidelines.
· Controlling the flow of traffic.

- 


- 
Assisting the Manager with the development and training of other employees in the cashier functions for when they are working in the gatehouse.

· Performs administrative services for the Manager and Supervisor of the Solid Waste Facility as follows:

- 
Word-processing reports, policies, letters, records and data documentation as required;
-  
Preparing minutes for divisional meetings;

-       
Preparing timesheets;    

- 
Preparing Excel spreadsheets, graphs and Power Point presentations for public presentations and City Council updates as required;


-
Assisting the Manager by coordinating special projects involving public participation.
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· Enters data into a computerized operations management system which is done by:

· Entering all data for the Solid Waste Facility;

· Preparing reports on a monthly basis;

       - 
Preparing special reports when requested by the Manager or Supervisor. 

· Develops and maintains a filing and report system, which is done by:

· Maintaining a filing system for all signed tipping fee receipts that have been entered;

· Assisting the Finance Division by reviewing and confirming tipping fee reports prior to issuance; 
· Assisting customers as required (i.e. provide reports of tipping fees);
· Maintaining a record of hazardous waste received and forwarding a copy of the manifest to

        the Department of Environment and Natural Resources (ENR) on a bi-annual basis
· Maintaining a record of contaminated soil received and preparing a report for the contractor on a monthly basis. 

SPECIFICATIONS 
EDUCATION, SKILLS, AND KNOWLEDGE
Requires graduation from Grade 12 (or equivalent), general office skills and bookkeeping knowledge, computer experience including word-processing and spread sheets, a valid NWT Driver's License and a valid certificate in Transportation of Dangerous Goods  (TDG ). Ability to do data entry into different types of software.   Also required is a minimum of 2 years of related practical experience.   Tact and diplomacy are required when dealing with the public and staff.  Neatness and accuracy are required in all documentation.  The incumbent must possess the ability to work independently.  The position may be required to work on weekends and incumbent must be able to do so. 
RESPONSIBILITY
Contacts
Continual contact is made with the general public and tact and diplomacy are required at all times.  Other contacts are with co-workers, other City departments and various organizations. Excellent customer service techniques and skills are essential both in person and on the telephone.

Complexity
The position requires the incumbent to have the ability to work under minimal supervision and to exercise judgment in the application of standard financial practices and City of Yellowknife Bylaws when dealing with the public. Errors in posting receipts or in cash exchange could result in financial loss, embarrassment to the City and in loss of time and involvement of other employees.  
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_________________________________________________________________________________
Supervisory
No direct supervision of others is provided by the incumbent however, the Administrative Assistant assists with the training of Solid Waste Facility Attendants and casual employees with cashier/gatehouse duties.

EFFORT
Mental
Continuous mental effort is required as neatness and accuracy of records are a necessity. The incumbent must be able to deal with the public in a polite and respectable manner and give clear, concise directions to users of the facility. 
Physical
Minimal physical effort is required.  However, there are long periods of sitting. Immunizations are required to work around the facility.  
WORKING CONDITIONS
Environment
There is exposure to dust, noise, mud, water, smoke, bacteria, household and industrial waste, and bio-medical waste. 

Hazards
There are no hazards associated with the job other than possible ergonomic ones if not following proper safe work practices for computer usage. 
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___________________________________________________________________________________

I have read and understand this job description.  The Human Resources Division has informed me that it is a general description of the duties and responsibilities and qualifications required for my position, which forms the basis for my classification level and against which my performance will be evaluated.

_________________________________


Employee's Signature
 Date

_________________________________


Department Head's Authorization
 Date

_________________________________


Human Resource's Authorization
 Date

_________________________________


City Administrator’s Authorization
 Date
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