Appendix 6
The main reason for this change in numbers of staff is the range and complexity of the new contracts and the requirement to act as an Intelligent Client.  

Waste Facilities Manager – The main duties of this role are;

· Management of the function 

· Manage and control the Capital Budget

· Assist in the preparation of the Authority’s Budget

· To secure external funding when appropriate 

· Ensure site and services are delivered on time and to budget

· Provide legal support in property and contractual issues

· Ensure that projects are delivered to the requirements of all statutory regulation in particular with regard to construction.  

· To ensure that the Authority Contractual Procedural rules are complied with

· Assist in the review and maintain the Authority’s policies and procedures

· To manage an develop staff

· Prepare reports regarding progress and performance

Assistant Facilities Manager – The main duties of this role;

· To support the Waste Facilities Manager in all aspects

· To manage the closed landfill sites

· To manage on a day to day basis members of staff

· To manage the revenue budget for closed landfill sites

· Assist in the selection and appointment of consultants

Waste Facilities Officer – The main duties of this role are;

· To assist in the procurement of goods and services

· Prepare conceptual and detailed designs and specifications for new and existing facilities 

· Assist in the preparation of contract documents for new construction and maintenance works

· Provide post contract administration services

· Provide support to the Authority’s legal and estates advisors

Project Coordinator – The main duties of this role are;

· To develop the Project Initiation Document

· Coordinate and Facilitate project plans

· Ensure successful delivery of projects

· Assist in the procurement process for new and existing facilities

· Provide support within the Project Management Framework

· Provide Contract administration support

Assistant Engineer – The main duties of this role are;

· To ensure that the Authority’s plant and equipment specifically relating to closed landfill sites is properly maintained.

· To procure maintenance services as required

· To organise and supervise the Authority’s maintenance contractors

· To prove a mechanical engineering technical support 

· To liaise with statutory regulators as required

· To assist in the preparation of budgets

Waste Facilities Assistant – The main duties of this role are;

· To provide technical support to the section

· To conduct inspections of HWRC facilities and report on findings

· To maintain the database for drawings register technical information library

· To provide contract administration support for landscape maintenance for closed landfill sites

