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WESTERN AUSTRALIAN LOCAL GOVERNMENT ASSOCIATION

WASTE & RECYCLING TEAM
POSITION DESCRIPTION

Position Title:
MWAC Project Coordinator

Reports to:

Manager, Waste & Recycling
Unit:


Waste & Recycling 



Environment & Waste

Tenure:

3 Year Performance Based Contract.
Date Issued:_______________

Review Date:______________________
1
POSITION OBJECTIVES

1.1
Objectives of Position:
As part of a dedicated team the position is responsible for the oversight and delivery of a range of waste management projects for Local Government in WA (primarily the Household Hazardous Waste Program) and for providing support to the Manager, Waste and Recycling, in administering the Municipal Waste Advisory Council.
1.2
Within Unit:

To participate in and contribute to the Waste Management Policy Team, to ensure objectives and performance standards are met, to meet the needs of our internal and external customers and to work co-operatively with other Association team members.  

1.3
Within Organisation:

To be an integral member of a harmonised, multi-disciplinary staff team with a shared focus on the achievement of the Association’s corporate goals as a united voice for Local Government which provides leadership and services to its members.  In particular, to work closely with the Municipal Waste Advisory Council and its members to give effect to its strategic plan.
2.
REQUIREMENTS OF THE JOB

2.1
Skills

· Demonstrated project management skills;

· Excellent organisational skills and customer service skills;
· Proven ability to undertake research, and conceptual and analytical tasks
· Sound time management skills with the ability to work with minimum supervision;
· Proven ability to actively participate in, and contribute to, team outcomes;
· Highly developed interpersonal skills with the ability to communicate effectively at all levels;
· Sound word processing, database and spreadsheet skills particularly with Microsoft Office applications.
2.2
Knowledge
· Some understanding of Local, State and Federal Government relations, structures and functions
· Some knowledge of relevant Commonwealth, State and Local Government waste management programs and policies

· Sound knowledge of computer systems and software programs
2.3
Experience

· Demonstrated post graduate experience in a relevant or related field;
· Demonstrated experience in managing projects and programs
2.4
Qualification and/or Training
· Minimum of a 3 year Tertiary qualification in Environmental Science or similar relevant discipline
· Post graduate qualifications in a relevant discipline will be well regarded;

· Current C class drivers licence

3
KEY DUTIES/RESPONSIBILITIES
Outcome – Project Coordination
· Projects undertaken by the Municipal Waste Advisory Council will be effectively planned implemented, managed, evaluated and reported on.
· The WasteNet or other Association websites (including content development and management)  are developed and maintained.
· A monthly information bulletin which is an informal method of communication with Local Governments and other interested parties is delivered.  Responses to the changing requirements of the bulletin are identified and implemented. 
· Delivery of workshops when required. 
Outcome – Council Support/Administration
· Reports, submissions, agenda items and briefing papers for consideration by the Municipal Waste Advisory Council, the Waste Authority and other committees will be prepared as required. Minutes of meetings will be taken as required.

· The Municipal Waste Advisory Council and WA Local Government Association will be effectively represented on any external committees.
· Municipal Waste Advisory Council funding applications to a variety of sources will be developed and coordinated.
· Contribution will be made to the recruitment and selection of new staff.

Outcome – Customer Service
· Advice will be provided in a friendly and professional manner to local governments regarding waste management programs, policy, new initiatives or legislation drawing on knowledge of activities elsewhere in Australia and overseas.

· Enquiries from Local Government, industry and the public seeking advice on a range of waste management issues will be dealt with promptly and with initiative.
Outcome – Research and Documentation
· Research and analysis on waste management programs, policy, legislation or new initiatives will be effectively scoped, researched and reported upon.

· Detailed tender specifications for public tenders let by the WA Local Government Association through the Municipal Waste Advisory Council will be prepared as required.

4
ORGANISATIONAL RELATIONSHIPS:

4.1
Responsible to:



Manager – Waste & Recycling 


4.3
Internal:
The Municipal Waste Advisory Council and its subcommittees


Waste & Recycling Team staff


Environment & Waste staff



Manager and Executive Manager

4.4
External


Council client base

Regional Waste Management Councils

State and Federal funding agencies

5
EXTENT OF AUTHORITY

This position operates within the limits of WALGA policy and relevant legislative constraints.

This position may exert influence in the following areas:

· Planning, implementation, management and evaluation and reporting on projects of the Municipal Waste Advisory Council and on systems used to develop these approaches
· Development and management of a wide range of communication programs and initiatives
· Budget preparation and expenditure analysis
This position may make recommendations to the Manager – Waste & Recycling on:

· Changes to management policies and practices;
· Funding applications
· Opportunities for projects with key stakeholders.
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