RECYCLING PROGRAM COORDINATOR Grade: 13
FLSA Status: Exempt

GENERAL DEFINITION OF WORK:

Performs responsible professional and administrative functions developing, implementing and coordinating a County wide
recycling program; managing the County sponsored recycling programs related to compliance with numerous environmental
codes; and meeting the recycling goals as defined by the Maryland Recycling Act. Direction is provided by the Deputy Director —
Solid Waste. Supervision is exercised over subordinate personnel.

ESSENTIAL FUNCTIONS/TYPICAL TASKS:

(These are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude

them from the position if the work is similar, related, or a logical assignment to the position.)

1. Design, implement and manage a variety of County-wide recycling and waste reuse/reduction programs for residential and
business customers.

2. Develop and administer a County-wide public education program on recycling and related solid waste and environmental

programs, including educational materials that match curriculum guidelines for teachers,

Advises residents/businesses/industries on waste reduction, recycling and solid waste disposal options.

Analyzes solid waste and recycling data from business, industry, and government.

Supervises monitoring/care of remote and on-site recycling drop off sites, including areas for used motor oil/antifreeze, auto

batteries, tires, metals, and cardboard, and composting and mulching operations.

6.  Prepares reports required by the Maryland Department of the Environment and for departmental purposes.

Provides input and direction in the preparation of the County’s Solid Waste and Recycling Plan.

8. Monitors County recycling services contracts. Participates in drafting/reviewing policy for the County’s Solid Waste
Department.

9.  Organizes and manages special recycling and solid waste events. Leads tours of solid waste and recycling facilities.
Represents the County as a guest speaker on solid waste/recycling issues.

10. Serves as a liaison for County on Solid Waste Advisory Committee.

11. Develops and purchases advertisements and prepares news releases for media. Markets products from composting/mulching
operation.

12. Prepares and maintains database of disposal/recycling/waste reduction options for staff and community use.

13. Prepares budgets and requests for proposals.

14. Collaborates with regional Maryland Department of the Environment staff concerning regulatory compliance.

15. Ability to work evenings and weekends as required to perform outreach to the recycling community.

16. Performs related tasks as required.

new

=~

KNOWLEDGE, SKILLS AND ABILITIES:

Thorough knowledge of the practices and techniques of recycling and clean community programs; thorough knowledge of
program objectives, procedures and organization; general knowledge of modern office practices, procedures and equipment; ability
to devise detailed procedures and methodologies; ability to plan and organize the work of volunteers; ability to communicate ideas
effectively, both orally and in writing; ability to prepare reports and records; ability to establish and maintain effective working
relationships with associates and the general public.

EDUCATION AND EXPERIENCE:

Possession of an associates degree in Environmental Science, Environmental Management, or a related field, bachelor’s degree is
preferred; considerable experience in developing and/or managing recycling or waste reduction programs in the public or private
sector; experience working with community groups.

PHYSICAL REQUIREMENTS:

This is light work requiring the exertion of up to 20 pounds of force occasionally, up to 10 pounds of force frequently, and a
negligible amount of force constantly to move objects; work requires standing, pushing, pulling, fingering, and repetitive motions;
vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to perceive
information at normal spoken word levels; visual acuity is required for depth perception, color perception, preparing and analyzing
written or computer data, use of measuring devices, operation of motor vehicles or equipment, determining the accuracy and
thoroughness of work, and observing general surroundings and activities; the worker is not subject to adverse environmental
conditions.

SPECIAL REQUIREMENTS:
Possession of an appropriate valid driver’s license. Possession of a certification in Managing Municipal solid Waste Recycling
Systems, Managing Composting Programs, or similar, or ability to obtain within 2 years of employment.
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Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.



