Appendix J

Position Descriptions for
District Staff



Darke County Commissioners

Position Description
An Equal Opportunity Employer

osition Title: Solid Waste Director Incumbent:
ivision: Solid Waste Management Class Number:
Reports to: Board of County Commissioners Employment Status: Full-Time/Reg

ESSENTIAL FUNCTIONS:

Administers, coordinates and implements the administrative, financial and technical functions of the
County Solid Waste Management plan on behalf of the Board of County Commissioners (e.g.,
manages allocated funds and resources consistent with solid waste management plan, meets with
government agencies, community groups and related organizations to ensure proper solid waste
management and receive and respond to inquiries and/or complaints, represents Board of
Commissioners in all matters pertaining to solid waste management, etc.); advises Commissioners on
issues concerning solid waste management.

Writes grant requests and prepares grant applications; researches availability and eligibility for various
grants; compiles, prepares and maintains related records, reports and related documentation.

Develops, writes and edits various persuasive public awareness materials (e.g., informational brochures,
fact sheets, public service announcements, public displays, newsletter, press releases, speeches, etc.);
conducts background research; proofreads copy; makes recommendations on lay-out and design of
publications; works closely with appropriate personnel, consultants and public officials to ensure
information is accurate and timely.

Plans and organizes various public relations programs designed to meet public participation goals and
objectives (e.g., conducts background research, prepares program budgets, analyzes and monitors
costs, analyzes program effectiveness and makes appropriate recommendations, etc.);' coordinates
related activities and events (e.g., schedules dates, times and places, contacts media, gathers and/or
prepares materials, invites guests and speakers, schedules appearances, etc.); establishes and
maintains effective working relationships with media, consultants and various public officials and/or
agencies; alerts media to issues of community interest.

Appears before and speaks at various public events (e.g., speaking engagem;ants, public affairs
meetings, community group meetings, fairs, public television, etc.) to promote programs and public
awareness, answer questions and address public concerns.

Demonstrates regular and predictable attendance.

OTHER DUTIES AND RESPONSIBILITIES:

Performs duties of co-workers and completes special projects as required.
POSITIONS SUPERVISED:

Part-time Secretary (1)
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Darke County Commissioners

Position Description
An Equal Opportunity Employer

KNOWLEDGE, SKILLS AND ABILITIES: (*indicates developed after employment)

Knowledge of: solid waste procedures, techniques and regulations; county policies and procedures®,
program management, House Bill 592; supervision; public relations; government structure and
process; budgeting; environmental engineering; advanced persuasive writing techniques.

Ability to: carry out detailed written and oral instruction; communicate effectively through speech and
writing; develop/maintain effective working relationships with associates, government agencies, media
and general public; determine specific action; exercise sound judgment; prepare and edit articles for
publication; apply public speaking principles to practical situations; address sensitive inquiries from
officials and public; prepare and deliver speeches before specialized audiences and general public.

EQUIPMENT OPERATED:

Office Equipment (e.g., telephone, copier, facsimile machine, etc.), Computer

UNUSUAL, HAZARDOUS OR PHYSICALLY DEMANDING WORKING CONDITIONS:

Attends various events outside normal work hours and away from office.

QUALIFICATIONS:  Any combination of training and work experience which indicates possession of the skills, knowledge and abilities listed above.
An example of an acceptable qualification for this position is:

Completion of secondary education with any combination of additional education, training and/or
experience which evidences an advanced knowledge of government structure and process and ability to
communicate effectively and perform basic public accounting.

LICENSURE OR CERTIFICATION REQUIREMENTS:

None
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This position description in no manner states or implies that these are the only duties and responsibilities to be
performed by the position incumbent. The incumbent will be required to follow the instructions and perform the
duties required by the incumbent's supervisor, appointing authority or designee.

My signature below signifies that | have reviewed and understand the contents of my position description. | am
aware of the requirements of my position, and will perform to the best of my ability, the job duties and
requirements specified in this position description.

Approval of Appointing Authority Date

Employee Signature Date
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Darke County Commissioners

Position Description
An Equal Opportunity Employer

‘osition Title: Administrative Asst. Incumbent:
Division: Solid Waste Management Class Number:
Reports to: Board of County Commissioners Employment Status: Full-Time/Reg

ESSENTIAL FUNCTIONS:

Keeps Abreast of Solid Waste Issues to Better Inform the Public:

Provides executive secretarial support for Director by keeping abreast of solid waste issues, which include but are not
limited to: 1) Ohio EPA Mandates, 2) Legal Operation of Solid Waste District, 3) State and Federal Legislation that impacts
District, 4) lllegal Dumpsites, 5) Tire Recycling and Disposal, 6) Recycling, Waste Reduction, Recycling Market
Development, Elimination of Toxins, Purchasing of Recycled Products, Materials Handling, etc.

Telephone, Visitors, and Meetings:

Answers the telephone and greets visitors to the office. Takes messages, schedules appointments and meetings, assists
in setting the agenda for the Darke County Policy Committee, and assists with setting up the programs for the Darke County
Environmental Council.

District-wide Public Education Programs:

Works with Director as well as independently with final approval of Director to plan and implement public-education
programs such as Telephone Book Recycling, Electronics Recycling Day, Tire Collection Day, Household Hazardous
Waste Collection, Trash Bash, school programs, and all educational seminars sponsored by the solid waste district.

rochures, Advertising, Promotion, Newsletters, Public Displays, Posting of Flyers:
Works with Director as well as independently with final approval of Director to plan, prepare, and produce interesting
and informative brochures, ads, flyers, posters, newsletters, and public displays at the fair and other places. Travels
throughout the District to post flyers.

Conducts Surveys and Obtains, Produces, and Keeps Highly Technical Statistical Data to Complete
Reports:

A. Prepares and sends surveys to industries, mayors, and townships to obtain and produce highly technical statistical
data for recycling, waste-reduction, and composting for submission to the Ohio EPA and for use by the district. Also,
conducts telephone surveys of all district commercial, nonprofit, and educational facilities to prepare statistical data for
submission to the Ohio EPA, and for use by the district.

B. Produces and maintains for future reference and use all quarterly, financial, and other statistical reports prepared by
Director or as required by Director to obtain information for the policy committee, commissioners, and public.

Accounting, Purchase Orders, Vouchers, and Paving of Bills:

In addition to preparing purchase orders and vouchers, keeps statistical reports of all accounting procedures and keeps
copies of all invoices paid by the district, including but not limited to purchase orders, vouchers, contractual agreements,
etc.

Maintains Research Center and Maintains District's Scrapbooks and Photo Files:

Maintains the solid waste research center, providing assistance to the public as inquiries come in. Prepares and
maintains informational material on loan to schools and the public through the solid waste district's video library,
educational books for teachers, recycled-materials purchasing catalogs, and other files. Also keeps the district's
scrapbooks and photo files organized and up-to-date for an ongoing historical record.
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Darke County Commissioners

Position Description
An Equal Opportunity Employer

Ratification Updates of Solid Waste District Plan:
Is fully knowledgeable of the Ratification Process, which is required every five years by the Ohio EPA. Knows the

procedures to follow and the contacts to be made to help the Director, Board of Commissioners, Policy Committee, and
Solid Waste District Consultant prepare the State-Mandated Plan.

Public Relations, Research, and Public Service:

Maintains a helpful and friendly demeanor, readily assisting the public with questions as they come in. Represents the
District, with the approval of the Director, by conducting public service and public functions. Is required to attend the Darke
County Environmental Council and signs in attendees as they come in. Is required to attend all Darke County Solid Waste
Policy Committee Meetings, recording minutes, distributing minutes, and performing other duties as required. May also be
asked to attend the Ohio Association of Solid Waste Districts and other local and state meetings to further education on
solid waste issues, to assist Director, or to represent solid waste district and the Board of Commissioners. Must sometimes
work evenings and weekends.

Routine Office Duties and Maintenance of the Office in Absence of Director:

Performs regular office duties such as typing, filing, etc. Not only types from rough written copy, recorder, or instructions
for correspondence, newsletters, and brochures, but is able to work independently in the absence of the Director. Keeps
office supplies stocked and shops for office supplies, cleaning materials, and other items required in the daily operation of
the solid waste district office.

POSITIONS SUPERVISED:

None

KNOWLEDGE, SKILLS AND ABILITIES:

————— e —
Knowledge of modern office practice, procedures and equipment, proper etiquette, public relations and
communications skills, technical computer skills. Must be organized, creative and have the ability to work under pressure.

EQUIPMENT AND SOFTWARE KNOWLEDGE:

Computers, printers, scanners, copiers, typewriters, telephones. Must be experienced with all the following software
packages, which are currently used in the solid waste district office: Windows 7, Microsoft Office, which includes Microsoft
Word 2007, Access 2007, Excel 2007, Publisher 2007 and Power Point 2007

UNUSUAL, HAZARDOUS OR PHYSICALLY DEMANDING WORKING CONDITIONS:

—_—

None

QUALIFICATIONS: (Any combination of training and work experience which indicates possession of the skills, knowledge and abilities listed above.
Any example of an acceptable qualification for this position is:)

Completion of secondary education, some college, with an emphasis on data processing, office management, and office
practices. Must have demonstrable skills in typing, computer data entry, technical data, general accounting, newsletter
and brochure preparation and layout, and experience with the planning, preparation, and promotion of educational
activities. Must exhibit initiative, accuracy in the preparation of statistical data, organizational skills, and the ability to work
independently as well as with others. Must be willing to learn and represent the district at public events when called upon
to do so. Must have an outgoing personality with emphasis on public relations skills.

LICENSURE OR CERTIFICATION REQUIREMENTS:

None
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Darke County Commissioners

Position Description
An Equal Opportunity Employer

This position description in no manner states or implies that these are the only duties and responsibilities to be
performed by the position incumbent. The incumbent will be required to follow the instructions and perform the
duties required by the incumbent's supervisor, appointing authority or designee.

My signature below signifies that | have reviewed and understand the contents of my position description. | am
aware of the requirements of my position, and will perform to the best of my ability, the job duties and
requirements specified in this position description.

Approval of Appointing Authority Date

Employee Signature Date

Page 3 of 3



uonelg Iojsued ], axyduiny

dm ] oufep
dm ] soing
SA[[IBSID A JO ATE|[IA Ip}S YHON Jo 23e[lIA
aunsaed Jo age|IA [0049g [2207] DTR[[IA-LIL Anpy uorun jo age(ip
wnueary Jo a3e][IA 1004ag s1joyre) s LIRjA 1§ uoIsapy MaN Jo afe|I A
D[[IAUIIN JO AN [00Yyag pasdwoxy sayresio A UOSIPEIA] MaN JO 98e[[IA
apisqIny q SULle ] ally ysalq [00Y2S [BO0T] BMBUISSISSI 3angsig jo a8e[[iA
ADIAIDG DI IoEMZIL ] [O0YDS SOIUOJN Ul[YuBl] aunsafe  Jo aSe[[IA
Surohoay A1y uorupn sa[[1esIo A JO a5e[[IA (5) sjooyag A1) [[1ausaID) gingsue]jof] jo ade[[IA
s1[[ed 5. prus saniE, Js0dwo)) 100yog sukep Auotuy gingsAnan) jo aeiA
ddd S[00Yo§ [e007] BlUOSUY BIUOSUY JO 03e[[1A
SIDIAIRS J0YS | satuedwo)) aepijosuoy) aydwny Iopng-uinueary wnueory Jo afeq[IA
8108533044 [eLIIEA/Spae A deldg d uone)s§ IIJsued |, saxog douq Surphray [ooydg @ saxog doaq Surpakoay |
PRy e :
Nnn UopIon £ SO
.. e o L
i ,
T N
= WEARIIND _
A 7rﬂ_.zm |
P ity W M. Sl
f "y f
d 3 oS Em_.....uz .
g r vmw o i gy
- X L
v M g
be . z
I — = m_.__wh_mg_a Enﬁwve ancabiyaang ; £ Eéﬁdbgé,w.@m
m _u.n:” Mﬁ#q 3 o ey fungurion w.ns.m U.ﬁﬂn: O
- & Hmay 03 o mpwwww.
m v . o
4 Z ] 8
= =5
§ 1  sespem i %
3 . e ] .
g F g M .m.
4 3 o -
> : 3 £ 3
e
z : g & f
40313 saurey i 5 &
5 g &
& Py ® E..
-] UM i ¥ ¥ ¥ | mw.—‘ au _.mﬁ‘w‘m ..
o™ sIpury P : i
g | 1S ——
3
N - afipuy sejdog
L £ b
: £ Ayt
TR0 uoHIN w_. bl :
B
w i
: AN
£ 0 m! m@: v
. . b § |
(] o A dinddain E
> : \em = m akadmys 4 mua \
Bungsdnne ) e : g
B bi g |
S vy m !
. E W e
yogpeig - 5 !
[ § ks b
S .w PIRIYTA |
H : ol Wy
£ g e L i
& OHeIoK
 Gid caIpIRIS BjpAdig
| uolbuipoam _
TSGR m s
mM.. H
sy Ao doruny
g o e ; S | L4
,. i L = . P ARy wosan) . ‘
¥ i s P ey !
g : R b= ) ts
 sayesT peed : _— _ . Aoz
irsaf py Assearny [ M2 ¥ Is
3
PH Wiy g
mﬂ. ey waybunsess M
o4 es | =
3I A M ¥ Q $0auT0)
e
M | Py peogpay .7 R e e »—_5,,.,_3&3.% =
z Smsibn g i
8 i
R »
# H
g i
m Dy Arag Aapapy r |
& ey P !
3 [Roid] H
dysRION immﬁt - |
[soe Jsori uoisafmma (KoL)
poobisp Lot mman g {50e) |
=
3
ajpasuaRang °
¥
%
AL o



FO g

Sa[[1BSID A JO ATR[[IA
dunsae Jo d5e[[IA
wnuedry Jo afe|iA

J[[1Aua21n) Jo A1) ,
3pisqunyy ‘

Surkoay A1) uotun

SI[[ed s g

ddd
SAABGIOUS | e
$1088300.1 [ELIIE[A)/spae A deadg q

SULIE] 211y Ysad]
DDIAIDG 91T, J121BMZIL]
saj|iesio A JO a8e[[IA
sampaey 1sodwo))

sejuedwo) aeprjosuoy) axduwiny

UO)B)S JIJSURL |,

100123 [B207] BR[IA-LLL,
100Yog arjoyre) s Ay 1§
[o0yag pardwaxy safjresso A
[00YOS [B00] BMBUISSISSIA]
[00Y2S Q0IUOJA UI[yUEL]

(6) s1o0yag Anp afj1aua1n
[00yog sukepy Auoyiuy
S[00YDG [BIOT BIUOSUY
JoIng-winueory

saxog do.a(g 3urpLaay [ooyas

ks

uonel§ J9ysuel ] jduny
dm ], sukepm
dm] saping
181§ YHON Jo a8e[[IA
A uorun jo ok
U0ISaM, MAN JO 9FB[[IA
UOSIPRA MON JO 93R[[I A
gnqsyig Jo o8e[[1A
aunsa[ed jo a8eIA
gangsuepjoy jo age[[IA
81nqsAna0 Jo a8e|[IA
BIUOSUY JO 23B[[IA
wnueory Jo age[[IA
saxogq doaq Surplay |7

(ree) Uopion . -
) eae \EE ~
U P iore|
(%] s -
— | | —\H.m 4
z [UEL TR i
CEE 2] g b4 L
3 :
B ks o
‘) £ ; : bz
g |05 m. et L& MIN P iy
= L7l
: g
Ler | i 3
ks i z
" Eﬂm—wﬁ wnuey anoufiya X ey {
o einey Bandilag i) 'd o I eg LA ] E:ﬂzﬂ.. a)
"uw mww wu‘ o ey Sungue oy [ ﬁ n.._:nwcmﬂ._a_.ex
Hmap Taz | ™
¢ v - —
% 3 z &
w Fl g
-
- ko) - sn nm.%q_s m .w«r
po & (xz1) - E .M;
g F wwa — ) 3
£ - B » &
© | Y £ 3
2 : 2 & 3
A3 123Uy € 3 o 2
m F- ﬁu
2 g o _
4 py & Lo
n yasdapy 1 % ¥ % Qg [ nsaed
2 spumn - - ‘ %\
3 [ er %€ : “
: \ |
-3 [1es _— .
m : [ve
I A atipy sepdog
¥ § £
SRIO) uotun o P Abums 1
w %
g 3
o Wi g Ean AT
a v =
. 3 il ;
[ 04
[ o & difatiaarg . :
{91] i . akadieys 7%
Bungslasog s zo g |
2 . i | §
| 978 | 5 g
e By T , 5
s g | - g
| L oz |
nogpesg Ld B 5[]
& umaapey
2z
m ] [ in
z m PN
2 B ~
| ) . n S e
£ 2 [ ) 3 (s £ |
3 eneoy =
L) oIpIARIS Aty .
uolbupoo
N |
FEILIETYN E e [
M
2
ApAs Ty A yorury
(zvz !
o A i e 24
Jek .3 _ P Aou3-fery uopn
k N or | |
_.WE mwu.:n.uc{
souesk s i &
. : Sjie i L Lr 5Tl
tressad poy Avsapimogy | M2 v is
3
&
Pl Wnaguang L
(4% Py wosfiumsng m
- <
Al (] A
I N ¥ v Qg SOWS0 )
(2]
o os | Bungssoy Py ARGy,
3 § = AL 3
= & afjrrsigtn b |
£y g : |
W mw. P M U, m _
g = m _
: £ e
m m.“..pd oy Anag Aagpa gy L
& [ose] )
p— | s9¢ ) -
(= 4 _ ﬁ@
JEYSHIOA L% ..n.m%&toz
Py smag | T _
[ s0¢ :
e BGBE e uoisafsman m [soc) |
x _
o
3|pasnaning &
%
—rt ﬁﬁo



