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CITY OF YELLOWKNIFE

JOB DESCRIPTION

January, 2016
____________________________________________________________________________________                                                                                                                                                    
POSITION TITLE: Sustainability Projects Coordinator                                      POSITION NO: 902-153U 
DEPARTMENT:    Public Works                           DIVISION: Sustainability & Solid Waste Management
LOCATION: Solid Waste Facility                              SUPERVISOR'S TITLE:  Manager, Sustainability and                                                                                                                                 Solid Waste Management
________________________________________________________________________________

SUMMARY OF THIS POSITION
Under the general direction of the Manager, Sustainability and Solid Waste Management, the incumbent plans, develops, implements and monitors various environmental sustainability projects in accordance with City direction.  This includes, but is not limited to, the development and implementation of the Community Energy Plan (CEP), as well as projects related to waste diversion programs (recycling, composting, etc.), active transportation, and transit management.
OUTLINE OF DUTIES
· Researches, develops and implements policies and projects that fall within the Environmental Sustainability portfolio, such as (but not limited to):

· The Community Energy Plan (CEP)

· Waste Diversion Projects (composting, recycling, alternative end-use, etc.)

· Active Transportation 

· Conventional Transit and Accessible Transit (YATS) Management 

· Performs functions relating to environmental sustainability, which is done by: 
· Implementing and maintaining a standardized process for collecting energy consumption data to allow the incumbent to do forecasts and provide statistical analysis to managers. 

· Providing support to the Manager or the Director of Public Works & Engineering in annual budgeting for environmental projects.
· Representing the City before Federal and Territorial government agencies, community associations, and organizations on issues related to environmental sustainability.
· Researching possible funding sources for environmental sustainable projects such as Federal and Territorial grants.
· Monitoring annual environmental sustainability project budgets.

· Preparing tender specifications and other documents as may be required during the ongoing various projects.
· Planning capital budgets for major energy assets and other associated projects. 
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· Participating in the CEP Implementation Committee meetings as the City’s administrative representative, while the meeting is chaired by a member of City Council.  The incumbent provides updates and any detail required on City projects that relate to the CEP document.
· Completing an annual “Environmental Sustainability Progress Report” that will be submitted to Council, which will also include the annual CEP Implementation Progress Report.
· Monitoring and tracking progress on all projects through City Works, the City’s work order tracking system.
· Developing policy recommendations for the implementation of solid waste management and waste diversion techniques, such as city-wide composting and recycling initiatives.

· Continually monitoring and adjusting when necessary the collection and operation aspects of the City’s composting program to ensure a usable end product.

· Participating in the Northwest Territories’ Waste Reduction and Recovery Advisory Committee.

· Continuing relationships with Ecology North, Yellowknife Farmer’s Market, and other special interest groups to bring forward City initiatives.

· Coordinating efforts with the Sustainability & Solid Waste Management Division and other City Departments regarding waste/source reduction strategies for residential, commercial, multi-family and industrial entities.

· Participating in long term planning discussions initiatives pertaining to solid waste management and landfill operations.

· Coordinating clean-up efforts if necessary for fuel spills affecting City property.  Working with environmental regulatory authorities to investigate and determine sources of contamination.

SPECIFICATIONS
Knowledge, Education and Experience
The work requires a degree from a recognized university in an environmental, engineering, or business–related field.  The incumbent must also possess a minimum of three (3) years of 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 in using statistical analysis tools (i.e. Metrix, the RET Screen prefeasibility assessment tool) and light modeling software would be an asset.  Experience with word processing and spreadsheet programs is essential. The position requires the incumbent to possess strong computer and research skills.  A valid Class 5 driver’s license is required. 
                                                                                                                                                                       …/3

RESPONSIBILITY
Supervision
The position reports administratively to the Manager, Sustainability and Solid Waste Management, but also takes some direction from the Director of Public Works & Engineering as well as the CEP Implementation Committee and working group.  The incumbent must possess strong time management and self-organization skills with an ability to work independently and with minimum direct supervision.  Occasional supervision of casual summer staff may be required.

Contacts
Extensive interaction with senior administrative staff as well as technical staff, contractors, consultants and the general public is required. Incumbent is also required to speak before Council and with the media as and when required. 
Public Sensitivity
City operations and programs are subject to significant public pressure.  Although the Sustainability Projects Coordinator is not required to act in a dedicated spokesperson capacity with the media, there may be instances that periodically arise (during workshops, public presentations, etc.) where the incumbent must be prepared to respond in an accurate and well thought-out manner to public queries related to associated projects and policies.
Resources
There is a responsibility for the cataloguing, care and maintenance of all pertinent information and literature that deals with environmental projects.
EFFORT
Mental

The work involves coordination with the Manager, other City staff, government, private organizations, and the public.  It also involves the application of knowledge of energy management, planning, organization and public relations which requires a significant mental effort. The Sustainability Projects Coordinator must have strong time management and self-organization skills with an ability to work independently which also requires significant mental effort. As public education is an important part of this position, making public presentations to residents, local schools and other interested groups is required. 
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Physical

The incumbent works predominantly in an office environment however periodic visits to work sites in and around the City are required, including making public presentations to residents, local schools and other interested groups.

WORKING CONDITIONS
Environment
The work is performed predominantly in a comfortable office environment at the Solid Waste Facility. 

Hazards
There is minimal chance of injury in the office.  Conducting field visits can increase risk of injury.
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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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