HHW PROGRAMS SPECIALIST
Approved:  
Reports to:  Executive Director
JOB SUMMARY:  
1. The Programs Coordinator position is responsible for the coordination, planning, and implementation of all District programs involving Household Hazardous and Conditionally Exempt Generator Wastes. Responsibilities of the position, as further defined below, include various collection events and programs for different materials, including unregulated hazardous wastes. The Coordinator position requires considerable contact with the public in a variety of situations, including oversite of temporary, seasonal staff. Strong personal commitment to the mission, vision, and goals of the District.  
ESSENTIAL FUNCTIONS:  

1. Responsible for planning and delivering aspects of the HHW/CEG Program, including: 
a. Receiving, segregating, packaging, and shipping HHW/CEG wastes

b. Scheduling staff and contract workers
c. Identifying contract vendors and establishing good working relationships with contractors, consultants and vendors.
d. Facilitating follow-up with staff and integrating evaluation 
e. Ensures compliance with all applicable permits, rules, and safety procedures for HHW program activities.
f. Monitoring and reporting on program progress.
2. Collaborates with other solid waste interests such as the Hazardous Waste Networks.
3. Interacts with various waste generators, member communities and Board Supervisors as needed. 
4. Coordinates and/or develops special program initiatives, one-time undertakings, and/or pilot projects undertaken by the District as needed.  
5. Understands the terms and conditions of all contract arrangements for programs in order to hold vendors etc. accountable to the agreements negotiated.
6. Maintain regular and accurate collection and reporting of programs data.  The Coordinator will work with the Business Manager as part of the District’s Operations Team to determine the type, level, schedule and method of collection and reporting.
7. Other duties may be assigned by the Executive Director in addition or in lieu of those stated here.
KNOWLEDGE AND EXPERIENCE:

1. Successful completion of the 40 hour HAZWOPER (Hazardous Waste Operations) certification or received immediately after hire. 
2. Well developed interpersonal and communications skills are needed.  Presentation and public speaking experience are a plus.
3. The ability to read, research, comprehend and follow complex written and verbal instructions and documents are needed.  
4. Good writing and math skills are also necessary in order to produce reports, review and verify bills, ascertain status of project budgets, plan annual budget requirements, and supervise and handle cash transactions as needed.
5. Experience in the fields of solid waste, environmental management or resource conservation is preferred.
6. Computer skills are required, working in a Windows/Office environment.
7. Ability to function under pressure and/or weather conditions and meet deadlines and objectives while maintaining a professional attitude.

8.  Good physical condition and ability to lift 40 lbs.

9.  A valid Vermont driver’s License is required. 
WORKING CONDITIONS:

Internal – Some work is partially performed in climate controlled office environment.  Noise level is moderate and includes sounds of normal office equipment (computers, telephones, etc.).   Local and regional travel is required on a regular basis.
External – The some collection events occur between April and October and significant weekend work is possible during those months.  Work is sometimes performed in warehouse, and District sponsored collection events or drop-off sites.  Outdoor work is performed year-round, in northern Vermont, so exposure to a variety of weather conditions is possible.

PHYSICAL DEMANDS:

Work involves standing and walking for brief periods of time, but most duties are performed from a seated position.  There is potential for eyestrain from reading detailed materials and computer screen.  Deadlines, workloads during peak periods and changing priorities may cause increased stress levels.  Work may include occasional pushing, pulling or carrying objects weighing up to approximately 40 pounds.  Work normally requires finger dexterity ad eye-hand coordination to operate computer keyboards at a moderate skill level.  Repetitive motion injuries may occur.  Moderate to strenuous physical effort is required.  There is potential for physical strain.  Company will provide adaptive devices as needed.
