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San Francisco Department of the Environment

 5638 Environmental Assistant

City Government Recycling Assistant

Appointment Type: Provisional

Filing deadline: August 1, 2007

Salary range: $52,988-$64,428 Annual

Date Issued: July 9, 2007
Program Background: The mission of the City and County of San Francisco Department of the Environment (SF Environment) is to improve, enhance, and preserve the environment, and to promote San Francisco’s long-term environmental well being. SF Environment includes Recycling, Toxics Reduction, Environmental Justice, Clean Air Transportation, Climate Change, Energy, Green Building and Public Information Programs.

Position Description: The City Government Recycling Program helps City departments implement waste reduction and recycling programs.  The Mayor and Board of Supervisors have set high recycling goals for City departments, and calls on City operations to lead by example.  The City Government Recycling Assistant will report to the City Government Recycling Coordinator in maintaining various aspects of the Resource Conservation Ordinance (Chapter 5 of the Environment Code) including the recruitment and training of City Recycling Coordinators.  The Assistant will work with City Departments to implement new recycling and compost collection programs, as well as to coordinate waste reduction and green purchasing projects throughout the City.  This effort includes training City employees, collaborating with the Purchasing department, working with building management, and training City custodians.  The Assistant will also supervise the City Government Recycling Associate, and all interns and volunteers that work on City Government Recycling duties.  The main duties include the following:

· Recruit, train, and support City Department Recycling Coordinators including responding to inquiries about various recycling options.  

· Conduct site visits to City departments to evaluate current recycling programs, and consult on the implementation of new programs.  This includes on-site bin set up, labeling bins, and distribution.

· Communicate with City departments and educate staff on waste reduction, reuse, recycling, and composting.  

· Work with service providers (Norcal, ARC SF, and others) to ensure that proper pick-up schedule is maintained.

· Manage the Recycling Coordinator database and intranet site.

· Fulfill Recycling Coordinator duties for SF Environment - train all SFE staff on recycling and composting, and work with Norcal, SFE staff, building managers and custodians to maintain and expand programs.

· Collaborate with Purchasing Department to decrease the purchase of unnecessary products and increase the purchase of products with recycled content.  

· Assist Recycling Program in special projects including coordination of Zero Waste events and policy research.

· Administer compliance and implementation of the Resource Conservation Ordinance (San Francisco Environment Code, Chapter 5), Environmentally Preferable Purchasing Ordinance (San Francisco Environment Code, Chapter 2), Surplus Disposal Ordinance, Large venue and large event recycling programs (Assembly Bill 2176), Foodservice Waste Reduction Ordinance, Mayor’s Directive on Recycling and Resource Conservation, 75% Waste Diversion Goal for the City of San Francisco, 75% Waste Diversion Goal for City Departments, City Composting Resolution, and Extended Producer Responsibility Resolution.

· Supervise City Government Recycling Associate, interns and volunteers.

Minimum Qualifications:

Possession of a baccalaureate degree in public administration, business administration, environmental sciences, or a related field (within the specialty area) from an accredited college or university; AND one (1) year of full time equivalent experience performing duties described for this class, within the area of recycling specialty.  

Knowledge of:  City and State recycling legislation; recycling market and technologies, and City and County of San Francisco operations and/or experience working in a large institution.

Ability to:  communicate effectively both orally and in written format; conduct research and analysis; utilize a personal computer, including word processing, spreadsheet, and project management software; write proposals and reports; work with public, private, and government agencies; design, plan, and manage programs and budgets; motivate and manage personnel.

Desirable Qualifications:

· Experience in public speaking, conducting trainings or presentations.

· Strong project management and communication skills.

· Familiarity with San Francisco and City government operations; and

· Fluency in other languages used commonly in San Francisco

· Possess a valid California driver’s license

Appointment Type:

Provisional.  Provisional incumbents will be required to succeed in a Civil Service Examination process for this class in order to be considered for a permanent appointment.

Application Procedure:

Applications for City and County of San Francisco jobs are being accepted through an online process. Visit www.jobaps.com/sf to begin the application process by registering an account.

· Click and select the desired job announcement

· Click on “Apply” and read and acknowledge the information

· Click on “I am a New User”

· Follow instructions given on the screen

If you have any questions regarding this recruitment or application process, please contact Claudia Molina at 415-355-3748, or via email at Claudia.Molina@sfgov.org.

Computer kiosks are located in the lobby of the Department of Human Resources, 44 Gough Street, San Francisco, for use by the public. The hours of operation are from 8:00a.m. to 5:00 p.m. Monday through Friday.

Applications for this recruitment process will be accepted from Monday, July9, 2007 through Wednesday, August 1, 2007.

VERIFICATION:

All applicants may be required to submit verification of qualifying experience, education, training, license, etc. at any point in the application, examination or departmental selection process. A copy pf a diploma or transcripts must be submitted to verify the education requirement when requested. Verification of experience, when requested, must be on the employer’s letterhead and must show the name of the applicant, job title(s), duties, dates of service, and must be signed by the employer. City employment may be verified by submitting a performance evaluation in lieu of other verification.

Failure to provide the required verification when requested may result in rejection of application and/or removal from eligibility for referral and appointment in this class. Verification may be waived if impossible to obtain. The applicant must submit a signed statement explaining why verification cannot be obtained. Waiver requests will not automatically be granted, but will be considered on a case-by-case basis.

Minorities, Women, and Persons With Disabilities are Encouraged to Apply

We are an Equal Opportunity Employer
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