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Main purpose of job

To be responsible to the Assistant Waste Officer (Compliance and Research) for the effective and efficient performance of the post’s duties.

To ensure that all duties and tasks assigned to the postholder are performed in accordance with specified time and quality targets.

To make effective contribution to the achievement of service objectives.

Summary of responsibilities and personal duties

1. To undertake appropriate research, record and collate information and analyse it accordingly.

2. To maintain information from publications, media and general research.

3. To undertake daily scanning of articles and news that may be of interest to the department.

4. To provide general administrative support for the unit including word processing, facilitating meetings and committees, minute taking and updating databases.

5. To deal with telephone, postal and email enquiries.

6. To keep abreast of all new developments, by the process of continuing professional development, within the unit’s field or responsibility.

7. To carry out the full range of duties associated with the responsibilities of the unit to which the post holder is assigned.

8. To participate in teams as directed by the Assistant Waste Officer (Compliance and Research)  and the City Services Manager (Resources and Fleet).
9. To provide support and assistance to other officers in Resources and Fleet in the completion of duties and programmes of work.
10. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.
11. Participate as directed in the council’s recruitment and selection procedures.
12. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 
13. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.
14. Undertake such other relevant duties as may from time to time be required.

This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.
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Essential criteria

Qualifications

· Applicants must, as at the closing date for receipt of application forms, be second year or stage two undergraduate students studying for an Honours degree in a relevant subject such as Environmental Science, Biological Science, Geography and be eligible to undertake an industrial placement in 2026/2027.



The appointment will be subject to official confirmation of successful completion of all second year or stage two undergraduate examinations.


Special skills and attributes

Applicants must be able to demonstrate that they possess the following special skills and attributes which may be tested at interview:

Customer care skills: the ability to respond appropriately to all customers including members of the public, council officers and elected representatives in a helpful and positive way, creating a good impression and enhancing the reputation of the council.

Information technology skills: the ability to use a range of standard Microsoft Office programmes for word processing, spreadsheets, presentations and databases.

Oral communication skills: effective oral communication skills with the ability to convey information and listen, and respond to, requests from members of the public, council officers and elected representatives.

Team working skills: the ability to work effectively and collaboratively with others as a member of a team with the ability to work unsupervised on their own initiative as required.

Technical knowledge: a good understanding of current Waste Management related legislation and Management Systems, e.g. ISO14001, ISO9001 and OHSAS18001.

Work planning skills: the ability to plan own workload and to achieve team and individual work objectives, ensuring accuracy and attention to detail.

Written communication skills: a high level of literacy with the ability to develop effective internal and external written communications in clear language.
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