ULSTER COUNTY RESOURCE RECOVERY AGENCY

RESOLUTION NO. 2614

RE: Authorization for Revision of Administrative Assistant Job Description and Pay Scale

WHEREAS, the Ulster County Resource Recovery Agency (the “Agency”) is engaged
in Solid Waste Management and Recycling in Ulster County, and

WHEREAS, the Executive Director of the Agency is authorized to recommend to the
Board and the Board is authorized to approve the job descriptions for administrative staff
positions (positions not represented by a collective bargaining unit, and not including the
Executive Director or Agency Counsel), and

WHEREAS, the Executive Director has recommended to the Board for review and
approval the revision of the Administrative Assistant description, and

WHEREAS, the Agency’s Executive Director believes it to be in the Agency’s best
interest to revise such job description, and

NOW, THEREFORE, BE IT

RESOLVED, that the Ulster County Resource Recovery Agency authorizes the job
description title to be changed to Recycling Assistant, and be it

RESOLVED, that the Ulster County Resource Recovery Agency does hereby authorize
and approve the revised job description for Recycling Assistant as outlined on Exhibit “A”
attached hereto, and be it,

FURTHER RESCLVED, that the Executive Director and Agency Staff are hereby
authorized to take all steps necessary to the revision of the job description for the Recycling
Assistant as outlined in the attached hereto ag Exhibit “A”; and be it,

FURTHER RESOLVED, that this Resolution shall take effect immediately.

Moved by: Seconded by:

Vote: Ayes: Nays: Absent:
Date: April 25, 2024

Financial Impact: $0
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ULSTER COUNTY RESOURCE RECOVERY AGENCY
KINGSTON, NY

Job Title: Administrative Assistant (Recycling Work Locatlon

Department)

Main Ofﬁcg:! ‘L fier Locations as Needed

Classification: Administrative

g S,

Grade: $40,000/year - $50,000/year | %@HOM work g ;
il i,
. L G,
Distingnishing Features of the Position; f;@% /g/;{;;f’/ \ //% /g{,{if?
o it mon A et it
is is a professional position respo g for importanin d'aried secretarial du 1es related to

the coordination of the County-wide
Agency, which is the solid waste plann
Department Admlmstratl}f_ _smtant w1ﬁ ,%erva as ff f‘, resout ’["};g the Recycling Outreach
Team. The Assistant will provid g;;appropn é@uppo;;j; i é il } le ma aéement preparing grant
documents and spec "- 4l ‘ﬂé,fffn co i”i@%’gj;#hsts for the program and other

f};

e ducatlon dtid’sustainability program for the
%, ;unI éi’fg? é/Ulster The Recycling

critical clerical respo i ‘,ities nedgssary to th 5 b/gram s administration, Incumbents must have
good knowledge of pers i l ompy !é word pﬁé(g ssing, file management, spreadsheets,
database mag %? nent, etc.adiy el §§fl éf f ral office procedures to be successful in the daily
operatm G s strati " ice, ;;gf}%f%g% w/r

The Ass éf’/%‘ will aid the oy g/ T jtreach Team in educational programs and initiatives,
such as mteéé%% f»'c at A;‘&M events, greeting ‘customers in a professional
manner, respog%%?’g ! cling-ré’?ated questions in person, in written communications,
and over the phot : the 1mplementat10n of other waste reductlon/recychng

educational act1v1tle ,__
Executive Director and “%igﬁ el £ Sustainability with considerable leeway allowed to
independently carry out a signments. The Assistant works primarily indoors in an office
setting. However, duties wﬂf occasionally require attendance at outdoor events on weekends or
in the evening,.

Position Responsibilities: (The incumbent in this position may perform some or all of the
following as well as other related activities not described.)

e Maintain awateness of local donation, reuse, recycling, organizations or businesses,
necessary to excel at providing alternative disposal options to the public;
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Act ag receptionist in greeting the public who come to the Agency for information;

Field recycling hotline questions to explain local recycling guidelines, explain local
recycling or disposal options, and ensure that questions, messages, ot recycling
complaints are relayed to appropriate person(s);

Ensure that all inquiries by telephone or personal v1s1t are pohtely resolved;

Maintain contact lists for outreach to schools, towqg te smart groups, libraries, local
environmental organizations, etc. to facilitate, }}j ,é; ; tnbutlon of recycling program
information; /i/ K /}”‘

y

Prepare and manage Google sign-up for / é{f the Agency s éﬂ?sehold Hazardous Waste
(HHW) Collection events or other spdﬁ; { évents/classes mainté 2@ ass rosters and
spreadsheets; coordinate email remmderé r.events a classes a %ster class exit
surveys, and other related Department funci f:;f ; /?’ "tk
f %fzf’éxf*‘éf/’f ¥
Prepare media kits for Agenc i? é/‘f p§ or educati

1program participants;
f If]é; é;;; ijf %}‘
Prepare direct malhngs of educaf’f) 1 ﬂ)f ff B ,_W ap}‘Jf ,ig,i};ment reminders,
1 lgcted S’f‘ﬁgzlals or other contacts by

memorandums, %’f’ Ei ass com

1cat101}5 ;ff;;-
folding, addr 51 );ng g%ffff;m dg;"’ ﬁi‘ff
accuracy; ﬁ : K ;‘;’ijf / i

’fﬂ/é’
/;}z t man ’gﬂ%pem for various recycling programs,

/ ?;;; ;/{% ter _ ?f é”‘ﬁfw /§te &//]Recychng Report, and other complex
; s/materi /}y éﬁ’j@ ent10n tffféé'fg,;l and accuracy;
1th mamtaln ﬁce ﬁé};ﬁ related to grants and quarterly reports; making
phot s/scans of %f/nent d ’éff{fﬁlents assist in tracking of and carrying out of grants;
7

;;g;,f}?
fég high attention to detail and
i é%;, g

",f(

Com ﬁ% ata entré%?f __

; ; :
Assist w1th t ling 1nfofj 1ation and making changes to the Agency’s website, including

Ll
assistance Wlt ?I‘dl Ation of e-commerce system for bagged compost sales;
K

Assist Department s/ ‘é Wlth curating social media content across Agency’s web presence
including Facebook, Instagram, YouTube, etc. consistent with the Agency’s mission and
community engagement goals;

Participate in special events in the community or special events held by UCRRA;
including Household Hazardous Waste Collection events, Compost Bin & Rain Barrel
Sales, Earth Day events, America Recycles Day events, etc.;

Manage and organize education program inventory (promotional items, flyers/booklets,
posters, decals)
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¢ Assist with maintaining office files related to the Master Composter Master Recycler
Volunteer program; assist in data entry of volunteer applications, preparing files for
volunteer training sessions, other related Department functions.

s Assist Department in preparing for outside events, this may entail lifting boxes or
equipment of at least fifty pounds on a regular basis.

Special Assignments j/f’;
z/f{é%
e Complete related work and special assxgnm f ~directed by the Director of
Sustainability or the Executive Director. ff//é‘ / ’ K ’i”
gﬁf%gﬁ f%g /f
o From time to time on a tcmporary bas; W;’f R an emergenc)%% tion, may assume some
of the duties of the Recycling Educatdi‘r/ﬁ ;" f '

b, <j% }?

Full Performance, Knowledge, Skills and Abllliix ?’%‘n '%ﬁlal Caréji=ics:
%ﬁ’ff? "‘}{%}’y 7 K

e Strong oral and written comuijit 1&{ ons, and customer service skills

¢ Working knowledge of generaiqgj '@-

e Proficiency using Google and M ;«’i J_produd/{ég?}%\(ord Excel, PowerPoint)

s Proficiency in socilly edia platfort "‘%j; am book, You tube);

s Strong attenti ﬁf dééigﬁ{? 1d compet ;ﬁ; ;;;/g paii i%{%% e111n9g, etc.;

e Ability to adéﬁf o commuinication styf‘%?t] farious pé 14 audiences, maintaining
awareness and Iiéﬁ e;rsh1p ) éf;lversﬂy, e({ﬁ?ty, and inclusion as it relates to providing
equal program op 6’%1.1}11‘; ?/5’?}7 i, ;ff

. A}],/fif}lf'f’é”é” ﬁl zedlcaf(’ééjﬁf assiotidte ap f% h to recycling, waste reduction,

f)’é)stlng, (i éﬁ,ﬂ 1abiliy S f"t;;;p\”flronment
5? f;’f K ?}?;/ % i
7 o
Mlmmu/ {gggmrement ff//’:& A I
f;’,

*i i !ﬁl i
High School Di %/‘fé)--. a and mmé’ﬁﬁm two years employment in an office setting requiring skills

", 1z,
needed to become s ;;ffi ffectlve sé‘ fetary are required.

iy 'y j
Graduation from an accf’éél £ ff{f ¢ollege or university with an associate degree in business
administration, commumce{ﬁ, nfs, or environmental related field preferred. Two years experience
in customer service preferred. Experience in public programs with emphasis in environmental
science or environmental education, solid waste management or recycling focus highly

considered,
Or an equivalent combination of relevant training, education, and experience will be considered;
A valid New York State Driver’s License.

Adopted:
Resolution #
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