AUGUSTA COUNTY SERVICE AUTHORITY

Job Description

JOB TITLE:  Landfill Office/PUS Supervisor

DATE:  October 19, 2021
DEPARTMENT:  Landfill                           


FLSA:
 Non-Exempt


REPORTS TO:  Director of Solid Waste Management
Category:  Essential

SUPERVISES:  Scale Clerk, Public Use Site Attendant (PUS)
SUMMARY OF RESPONSIBILITIES
To supervise, schedule, and train Scale Clerks and Public Use Site Attendants.  Serve as the designated point of contact concerning customer service inquiries.  Manage the day to day activities of Scale operations and PUS operations.  Maintain the scale house software system including customer billing and maintain the landfill filing system.

ESSENTIAL JOB DUTIES 
1. Supervise Scale Clerks and PUS Attendants to ensure job responsibilities and assigned duties are completed as described in related job descriptions.

2. Maintain the scale house software system to ensure all landfill transactions are accurately recorded (transactions shall include the customer name, source (locality), material code, quantity, and tipping fee.)  Review tickets on a daily basis and make ticket adjustments in a timely manner to correct errors and maintain the system.

3. Follow all billing and collection policies and procedure.  Follow up with delinquent payers in accordance with the policy.

4. Ensure proper accounting of payments and bank deposits.

5. Manage pickups for outbound recyclables.

6. Maintain the landfill filing system.

7. Coordinate employee monthly work schedules with the Landfill Field Supervisor. Provide landfill employees a timesheet for each pay period.
8. Maintain inventory and purchase supplies as needed.

9. Order renewable inventory (cement, posi-shell, oil, lubricants, etc.) in a timely manner.  Ensure operating purchases are procured in compliance with the Service Authority Procurement Policy.  Responsible for coding invoices to associated accounts.

10. Place work orders.

11. Respond to and take action to correct pump station /office alarms, respond to   landfill fires when designated as the on-call contact.

12. Ensure safety standards and the proper use of safety devices, equipment, and methods are being followed.  
13. Responsible for maintenance of general housekeeping.  Maintain constant awareness and respond to hazardous conditions and practices as needed.
14. Maintain employee attendance records.  Conduct employee performance evaluations on a timely basis.  Recommend promotions and disciplinary action in accordance with the Service Authority policies.  Develop personnel by effective direction, counseling, and training.

15. Maintain grounds and equipment associated with the PUS and Scales to ensure a clean and professional appearance.  Verify recyclables are stacked neatly, and oil and antifreeze tanks are kept clean. 

16. Perform additional tasks as assigned by the Director of Solid Waste. 
17. Perform the duties of an Equipment Operator when necessary. 
QUALIFICATIONS / BASIC JOB REQUIREMENTS
Prefer a high school graduate or equivalent plus a minimum of two (2) years of experience as a weighmaster and customer service experience, preferably at a landfill. Must possess or have the ability to obtain a Class II Solid Waste Facility Operators License within six (6) months of employment.

KNOWLEDGE AND SKILLS: 
1. Ability to communicate, both verbally and written, and read in English to understand directions, procedures, and communicate to others.

2. Must have an understanding of basic mathematics, mechanical knowledge, use and maintenance of office equipment, acceptable business practices, computers and business-related software.  
3. Ability to perform several tasks at the same time. 
4. Must be able to diagnose and solve problems. 
5. Ability to supervise personnel.

6. Must exhibit a positive attitude to effectively deal with the general public, agency officials, regulatory personnel, county and city officials, construction contractors, and co-workers.
7. Must be able to operate heavy construction equipment, and use pumps, mowers, farm tractors, and all manner of hand tools. 

8. Must possess a valid Virginia Driver's License to operate Service Authority vehicles.

WORKING CONDITIONS
1. Regularly works both inside and outside in all weather conditions.

2. Subject to contact with liquid water, wastewater and vapors, hazardous materials, and blood borne pathogens while performing duties.  Continuous exposure to dust, fumes, noise, extreme heat/cold, uneven terrain, and occasional exposure to heights. 

3. Continuous sitting and driving a motor vehicle.  Frequent walking and lifting (up to 50 pounds without assistance), carrying (up to 50 pounds without assistance), with occasional standing, pushing, pulling, twisting, climbing, stooping/bending, kneeling, crawling, reaching, grasping, and repetitive movements. 

4. Required to work irregular schedules on an as needed basis, which includes overtime, night duty, weekends, standby, and holidays.  Subject to call-in for emergency assignments.

5. Must have a home telephone or cell phone.

EMPLOYMENT CONDITIONS
1. Pre-employment drug test
2. Pre-employment physical
3. Pre-employment driving record review
4. Annual driving record review

SAFETY REGULATIONS AND HAZARDS

Must observe all safety rules and regulations.

THIS JOB DESCRIPTION DOES NOT LIST ALL THE RESPONSIBILITIES, DUTIES, SKILLS, REQUIREMENTS, EFFORTS, OR WORKING CONDITIONS ASSOCIATED WITH THE JOB. EMPLOYEES WILL BE EVALUATED IN PART BASED UPON PERFORMANCE OF THE TASKS LISTED IN THIS JOB DESCRIPTION.

MANAGEMENT RESERVES THE RIGHT TO REVISE THIS JOB DESCRIPTION AT ANY TIME. THIS JOB DESCRIPTION IS NOT A CONTRACT FOR EMPLOYMENT, AND EITHER PARTY MAY TERMINATE EMPLOYMENT AT ANY TIME, FOR ANY REASON. 

APPROVALS:

EMPLOYEE: 





 
DATE: 



SUPERVISOR: 




 
DATE: 
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