	Town of Shelburne, Massachusetts

Position Description




Position Title:
Transfer Station Attendant




Department:
Public Works
Classification: Part Time / Non-Exempt Employee
Reports To:
Town Administrator/Highway Superintendent

Date:

2017
GENERAL SUMMARY:

Under supervision of Town Administrator and the Highway Superintendent, responsible for manual work of routine nature in maintaining Town Transfer Station on North River Road, Charlemont.

ESSENTIAL JOB FUNCTIONS:*

· Open on time and attend to Transfer Station continuously until closing time.

· Maintain container readiness and contact hauling companies to arrange for pick-up of trash and recycling boxes; maximizing the number of tandem hauls when possible via coordination with Charlemont’s Transfer Station Attendant.
· Maintain a cleanliness of site to include in and around containers.

· Ensure recyclable refuse is disposed of in separate containers
· Monitor stickers and trash bags to ensure citizens utilizing Transfer Station are from Town and that rules and regulations for disposal are followed.  

· Responsible for the sale of and accounting of trash labels and the monies received in accordance with the town’s policy.

· Assist residents as necessary.
· Safely operate all Transfer Station equipment as instructed.

· Attend training sessions when available.

· Sweep, trim, shovel and sand public areas of Transfer Station as necessary to maintain a safe and clean environment.

· Remove snow and/or coordinate removal of snow with Highway Department from Recycle and Trash Containers

· Provide information when available on how to dispose of items not accepted at the Transfer Station.

· Monitor free store, rigid plastics, and metal collection areas to insure that items meet eligibility criteria.

· Notify supervisor of maintenance needs of Transfer Station.

· Maintain a daily log recording service calls, disagreements with residents or others, any violations of transfer station policy (names, license plate number, etc), and maintenance performed.

· The attendant shall prohibit access to the facility after posted hours.  Upon closing, the attendant shall lock the gate and secure the premises.

OTHER DUTIES AND RESPONSIBILITIES:
· Perform other related duties as required.
SKILLS/EXPERIENCE/TRAINING REQUIRED:

· High School graduate or equivalent education (GED) preferred and one to three months of related

      experience.

· Ability to follow oral instructions.

· Ability to perform heavy manual labor under varying weather conditions.

· Ability to communicate effectively with co-workers and Town residents.
· Ability to establish and maintain effective working relationships with other employees and the general public.
· Must pass pre-employment drug testing.

SUPERVISORY RESPONSIBILITY:

This job has no supervisory responsibilities.

WORKING CONDITIONS/PHYSICAL DEMANDS:

· Frequent and extended periods of outside work, subject to all weather conditions and extremes.

· Continuous walking, standing, climbing, bending, stooping, with frequent periods requiring sustained uncomfortable physical positions.

· Ability to lift, carry, and position heavy objects utilizing proper body mechanics and techniques.

· Occasionally operates equipment, which causes loud noise levels and high vibrations.

· Utilizes proper sanitary precautions when handling trash, garbage, and other potential biohazards.

OTHER:

· Will be reviewed annually by the Town Administrator and the Highway Superintendent.
The above statements are intended to describe the general nature and level of work being performed by people assigned to do this job.  The above is not intended to be an exhaustive list of all responsibilities and duties required.

*External and internal applicants, as well as position incumbents who become disabled as defined under the Americans With Disabilities Act, must be able to perform the essential job functions (as listed) either unaided or with the assistance of a reasonable accommodation to be determined by management on a case by case basis.
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