CITY OF YELLOWKNIFE
 Job Description 

February, 2016
________________________________________________________________________________

POSITION TITLE:  Manager, Sustainability & Solid Waste Management
POSITION NO: 902-147M

DEPARTMENT:  Public Works & Engineering
     DIVISION: Sustainability & Solid Waste Management 
LOCATION:   Solid Waste Facility
SUPERVISOR'S TITLE:  Director, PW & Engineering
________________________________________________________________________________

SUMMARY OF THIS POSITION
Under the general supervision of the Director, Public Works & Engineering, the incumbent has the responsibility for the effective and efficient operation of the Sustainability and Solid Waste Management Division.  This includes the overall management of landfill and solid waste operations as well as sustainability projects, including energy management and solid waste management project.  The Manager is responsible for all financial aspects of the division including the Solid Waste Fund and the sustainability projects budgets.  The incumbent enforces safety regulations, policies and procedures and initiates safe work practices for all employees and contractors.  The Manager oversees scheduling of work, allocation of equipment and materials, coordinating and supervising activities and performance off all employees and contractors.  The Manager is also responsible for ensuring the enforcement of safety regulations, policies and procedures and initiating safe work practices for all employees and contractors working on any work site under the responsibility of this division.
OUTLINE OF DUTIES
· The incumbent manages all sustainable projects, which is done by:


-
Supervising the positions of Sustainability Projects Coordinator (x2); 

-
Overseeing the management and implementation of the Community Energy Plan;

-
Attending meetings and providing input to the Community Energy Committee;


-
Planning, budgeting, managing and implementing sustainability projects, which could include (but not limited to) projects in energy, waste diversion, active transportation and transit;

-
Researching funding mechanisms associated with sustainable projects, such as Green Municipal Fund under the Federation of Canadian Municipalities;

-
Managing and supervising the compost facility and composting operations, and any contractors or consultants involved in the project; 

-
Researching, analyzing and recommending for implementation of new and innovative projects that look at overall community sustainability.  Some examples are new methods of landfilling, waste to energy generation, district energy projects and policy development.
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· Recording and tracking past projects and greenhouse gas emissions and reporting requirements associated with the Community Energy plan and any future plans and/or policies.

· Organizing and providing management and leadership of the annual Solid Waste Forum associated with Earth Week, which also hands out the City’s recycling awards;
· Participating in public consultation on projects in conjunction with the Department of Communications and Economic Development;
· Participating in the GNWT Waste Reduction and Recovery Advisory Committee.
· Analysis of impacts and mitigation of the Carbon Tax initiative. As well as researching, analyzing and recommending for implementation new projects that will arise from Carbon Tax Funding once in full effect.
· Manages the Solid Waste Management operations by:

-
Directly overseeing the Supervisor of Solid Waste Facility as well as general supervision and management of six (6) other Solid Waste Facility employees;
-
Directs the Supervisor on daily operations in the facility including scheduling preventative maintenance on the Baling Facility building, office building, and other equipment,  handling hazardous waste, processing and shipping recycling materials, and rejecting items not acceptable at the facility per current regulations;

-
Planning, implementing and controlling operation and maintenance schedules for the division;
-
Developing work plans on a priority basis;
-
Coordinating equipment repairs and replacements with the Fleet Management Division;
-
Managing the City’s solid waste collection contract, which includes the City-wide composting program;
-
Tracking waste received and producing annual reports and statistics on amounts of waste received and diverted from the landfill;
-
Recording and making use of work orders in City Works software for everyday operations as well as large scale projects;
-
Working with the Engineering Department to ensure adherence to water licence requirements which includes annual reporting and landfill closure activities.
· The Manager performs the following general management duties for the division:
-
Delegating and scheduling workloads to ensure that divisional responsibilities and deadlines are met in accordance with the goals and objectives of the City;
-
Providing direction and training to staff, including orientations to new employees;
-
Recruiting or promoting employees in conjunction with the Human Resources Division and associated policies; 


-
Completing probationary and annual performance evaluations on staff; 


-
Advising on methods and procedures to improve staff performance, including performance management where required; 


-
Instituting and carrying out disciplinary procedures as required in accordance with City policies; 
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-
Following management practices per City policies and practices such as reviewing and approving timesheets, assigning and approving shiftwork and overtime, maintaining attendance records, performing and tracking attendance management when necessary, etc.; 


-
Performing budget responsibilities such as monitoring all budgets, including the Solid Waste Fund as well as projects in the Capital Fund, providing project cost breakdowns and unit costs for future City budgets and preparing budget documents required for operational aspects of the division as well as any capital write-ups for sustainable projects or solid waste management projects;


-
Preparing material, labour and equipment estimates to plan efficiencies on-site;

-
Creating and approving requisitions for rental equipment and contractor work in accordance with procurement policies and procedures;

-
Recommending the purchase of materials or services in excess of purchasing limits;

-
Providing technical expertise for plan and design reviews;

-
Coordinating annual reviews/audits of programs, work plans, policies and procedures, standard work practices, levels of service and labour and equipment distribution requirements; 


-
Working in conjunction with other Public Works divisions and City departments when necessary to advance City business;

-
Developing, implementing, and maintaining an Emergency Response Plan for all work sites;

-
Other projects or tasks as assigned.
SPECIFICATIONS
Knowledge, Education and Experience
The work requires a degree from a recognized university in an environmental sciences or engineering. The incumbent must also possess a minimum of five (5) years of supervisory experience and experience related to environmental projects, climate change, and other sustainable projects.  Further experience required is in the areas of project development and/or management roles in the environmental or energy sectors, as well as experience in public advocacy or in government.  

The position requires effective interpersonal and organizational skills together with strong verbal and written communication skills.  The incumbent must possess an ability to manage multiple projects and demands effectively while remaining focused on priority tasks.  Knowledge and experience with word-processing, spreadsheet programs and using statistical analysis tools (i.e. Metrix, the RET Screen prefeasibility assessment tool) is required. A valid Class 5 driver’s license is also required.         
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RESPONSIBILITY
Supervisory
The incumbent provides direct supervision to the Sustainable Projects Coordinator, the Supervisor of the Solid Waste Facility, and an Administrative Assistant, as well as overall supervision to approximately six (6) other employees.  
There is a responsibility to ensure that employees are working in a safe, efficient and ethical manner with a customer service attitude, and in the best interests of the City of Yellowknife.  The incumbent is responsible to ensure that no party hinders, endangers, injures or contaminates any City property or interferes with staff operations. The Manager must be familiar with the terms of the relevant Collective Agreement, as well as other statutory obligations such as the Workers Compensation Act and the Safety Act and Regulations and all Human Resources policies. 
The incumbent is required to have the ability to act in a leadership role to promote group effectiveness thereby enhancing group morale and productivity.  They must demonstrate the ability to listen effectively and respond to concerns in a constructive and proactive manner.  To accomplish this, the position requires a high level of motivational, communication and interpersonal skills.

Complexity
The incumbent brings most of his/her qualifications to bear on a large number of complex technical problems, the appropriate response to which may impact the quality of services provided by the division and, in some instances, the safety of the public.  
Decision Making
This position has the responsibility of two areas, sustainable projects and solid waste management, which includes complex budgets for both areas.  The incumbent may be subject to extreme pressure because of the nature and timing of operating and maintaining an essential service and workloads associated with operations and projects.

The incumbent develops and recommends short-term policy for division levels of service and programs for senior management approval.  These services impact on the community and have a large economic and financial impact on the City.  This position also leads in the formulation of long-term capital works and operational maintenance planning for senior management approval.  These programs and projects also have large financial and economic impact on the whole of Yellowknife.
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Contacts
The Manager has extensive interaction with subordinate staff, other City staff, and the public at large. The incumbent establishes and maintains contacts with various Territorial and Federal branches and regulatory authorities, as well as local contractors.
The incumbent is sometimes required to present to or interact with City Council as directed by senior management on matters relating to the areas of responsibility of this position. 
Public Sensitivity
This division is frequently affected by public pressure because of operational requirements and public engagement required for various projects.  Efficiency, effectiveness and ethics of the Sustainability and Solid Waste Management Division are constantly under public scrutiny due to the high public profile of the landfill and projects associated with a sustainable City.
EFFORT

Mental
The work requires a high degree of mental effort and concentration to plan, coordinate and supervise a number of jobs and staff simultaneously and in adjusting schedules to accommodate emergencies.  Considerable stress may be involved in dealing with urgent situations, difficult conversations or decisions, and at times heavy workloads.
Physical
Moderate physical exertion is required at times when assisting employees or working extended hours for meetings or public consultation.  It may be necessary to work long hours to meet deadlines or engagement requirements.
WORKING CONDITIONS
Environment and Hazards 
The work environment is performed primarily indoors.  However the incumbent is also required to work to work on site at the Solid Waste Facility when dealing with operations and there may be exposure to severe weather conditions in the winter months, and exposure to dust, noise, mud, smoke, bacteria, household and hazardous waste.  This position is located in the Office Building at the Solid Waste Facility.  There is a possibility of injury if safe work practices and rules are not followed.  It is recommended the incumbent gets Hepatitis A, B and C shots due to the environment. 
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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 Resources’ Authorization                                            
Date

______________________________


________________________________

City Administrator’s Authorization                                         
Date
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