Benton County Solid Waste District
Job Description: Executive Director

Department: Administration

Supervisor’s Title: District Board

Salary Range $96,844.14 to $145,266.20 per year
Status: Salary, 40 hours/week

SUMMARY

Directs all activities and programs of District. The Director is responsible for developing and implementing the District's
solid waste management plan, supervising all employees, and all administrative tasks and duties and financial planning
and management.

ESSENTIAL DUTIES

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily and in full
compliance with established procedures, manuals, and policies. The requirements listed below are representative of the
knowledge, skill, and/or ability required.

e Plan, develop and implement programs which promote a comprehensive, integrated solid waste
management system and achieve consistent and timely progress toward the adopted solid waste
management plan, mission, and goals; present recommendations to the Board; establish program
goals and objectives; develop operational plans; identify resource requirements; establish
procedures and practices; administer and supervise the operation of all District programs, services
and special projects; continuously monitor and evaluate execution and identify barriers to success
and measures to remediate; develop scope of work for procurement of services related to 10- year
Needs Assessments; prepare annual Solid Waste Plan updates.

e Develop current and long-range financial plans which ensure financial stability of the District;
present recommendations to the Board; establish financial goals and objectives; establish
procedures and practices; continuously monitor and evaluate adequacy and efficacy of procedures
and practices; monitor progress in meeting financial goals; identify barriers to success and
measures to remediate; manage all financial resources; prepare and submit annual budgets to the
Board for approval; review and approve all expenditures and monitor revenue collection to ensure
that the organization operates within budget guidelines; procure annual financial audit;

¢ Plan, develop and implement comprehensive asset management procedures; maintain inventory
and control over all District assets; conduct annual audit of all assets; identify asset
replacement/purchase needs, determine funding mechanisms, and facilitate procurement of
budgeted assets; identify, obtain declarations, and facilitate the auction of surplus assets.

e Plan, develop and implement comprehensive record maintenance procedures to ensure
organization and maintenance of official records and documents in compliance with federal, state
and local regulations.

¢ Plan, develop and implement human resources policies, procedures and practices; obtain Board
approval as required; determine staffing requirements for organizational management and program
delivery; identify required technical and personal abilities for each position; identify appropriate
development and education mechanisms for each position and facilitate applicable training and
development; maintain employment records for all staff; monitor performance and coach for
improvement as needed; oversee and record all disciplinary actions.

¢ Maintain a working knowledge of significant developments and trends in management of waste
resources. Inform Board of internal and external issues that may affect the District. Study
governmental legislation, taxation, and other fiscal matters to determine effect on community
interests, and makes recommendations based on organizational policy. Develop proposed
legislation and secures sponsors for legislative process. Advocate on behalf of District with
elected officials and lawmakers, and testify at legislative hearings as needed.
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Arrange and facilitate committee, board, and other meetings. Prepare and distribute meeting
packets in advance of meetings including agendas and reports, and draft proposals, resolutions,
etc.

Conduct official correspondence of the organization. As authorized, execute legal documents
singly or, as required, jointly with Board Officers.

Proactively seek and act upon opportunities for collaboration with government agencies;
businesses; school, civic and religious organizations; and the public for the purpose of promoting
District programs and services. Prepare and deliver presentations regarding District activities.
Other duties, as required.

SKILL REQUIREMENTS

GENERAL KNOWLEDGE & EXPERIENCE

1 Level 1: Ability to understand basic instructions and follow simple and structured procedural guidelines. Ability to use

fractions, basic grammar and spelling. Basic understanding of operational mandate and knowledge of the immediate
work unit or department. Skills and knowledge requirements are normally acquired by: Having completed high school
AND limited to no related work experience; OR An equivalent level of related work experience in lieu of high school
may also be considered.

1 Level 2: General knowledge of standardized work methods, processes and approaches. Ability to apply job related

techniques or procedures to the completion of tasks and/or activities. Proficiency in job-related techniques or
procedures is required. Knowledge and skills are normally acquired by: Having completed high school AND up to six
months of related experience.

[ Level 3: Specific knowledge of standardized work methods, processes and approaches, and some knowledge and

proficiency in an administrative, business or operational technical discipline. An incumbent may need to demonstrate
a general awareness of other processes that are closely linked to their own scope of responsibility and begin to
consider impacts of their work on the work of others. Knowledge and skills are normally acquired by: Having
completed up to 1 year of a related post-secondary program AND up to one year of related experience; OR An
equivalent level of related work experience in lieu of post-secondary education. Courses may be in formats such as
seminars, workshops, evening classes or correspondence; OR Having achieved a journeyperson designation or
equivalent based on a two-year program.

Level 4: Specific knowledge in a technical discipline and specialized knowledge of standardized work methods
processes and approaches. An ability to apply technical concepts and applications to tasks or activities where known
or theoretical precedents exist. The ability to adapt work processes and/or industry knowledge. Knowledge and skills
are normally acquired by: Having completed a two year specialized post-secondary diploma and having up to one
year of related experience; OR Certificate program in a related discipline AND having up to two years of related
experience; OR Having an equivalent level of related work experience in lieu of post-secondary education; OR Having
achieved a journeyperson designation or equivalent based on a three year program.

MANAGEMENT EXPERIENCE

O
O

Level 1: No prior management experience required.
Level 2: Minimum 1 year prior management experience required.
Level 3: Minimum 5 years prior management experience required.

EDUCATION

Note: Equivalent combination of education and experience which provides the required knowledge, skills and ability will
also be accepted

O
O
O
O
O
X

|

Level 1: Requires at least a 10t grade education.

Level 2: Requires a high school diploma or equivalent.

Level 3: Requires a high school diploma or equivalent and up to one year of experience in relevant specialized area.
Level 4: Requires a high school diploma or equivalent and two years of experience in relevant specialized area or
equivalent vocational training or certification.

Level 5: Requires a high school diploma or equivalent and an Associate’s degree (60 credit hours or more) or
equivalent vocational training or certification.

Level 6: Requires a four-year college degree in a non-technical area or non-specific area; or four to ten years related
experience and/or training; or equivalent combination of education and experience which provides the required
knowledge, skills and ability, will also be accepted.

Level 7: Requires a college degree in a business or technical area and/or a four-year degree with specific classes in
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a specialized or technical area.

LICENSES, CERTIFICATIONS, PERMITS AND REGISTRATIONS

REQUIRED LICENSES, CERTIFICATIONS, PERMITS AND REGISTRATIONS

Pre-employment drug test required.

Must possess and maintain a valid current driver’s license.

Any other exams, certificates, licenses or registrations which may at any time be required by federal, state or local
law.

SWANA Municipal Solid Waste Systems Manager Certification within 1 year of employment

Solid Waste Management Facility Operator Level C, Class 1, 2 & 3, License at earliest practicable opportunity.

PREFERRED LICENSES, CERTIFICATIONS, PERMITS AND REGISTRATIONS

None

PREFERRED SPECIAL ABILITIES

Proficient in Microsoft Office suite.
Experience in QuickBooks.

INITTATIVE AND INGENUITY

[0 Level 1: Requires some judgment in response to simple instructions with little freedom from supervision and only
slight need for adjustment.

[ Level 2: Requires moderate judgement, occasional adaptability and making of elementary decisions under limited
supervision in the performance of a variety of tasks.

[ Level 3: Requires considerable ability to adjust to changing situations and calls for frequent exercise of judgment
covering intermediate technical matters, permitting exercise of considerable initiative and ingenuity and substantial
freedom from supervision.

X Level 4: Demands a high degree of judgment in rendering broad final decisions covering complex and varied factors,
with reliance on total knowledge of principles and procedures underlying the activity or enterprise. Requires use of
great creative ability, initiative and ingenuity.

MENTAL DEMAND

I Level 1: Work involves some alertness and concentration to complete job tasks. There are no unusual sensory
demands or job requirements for vigilance. Team members control their own work pace, and usually there are no
significant time pressures to finish specific job tasks. The effect of interruptions on job results is minor. The need for
detailed or precision work is low.

LI Level 2: Work involves a moderate degree of alertness and concentration to complete job tasks. There are some
sensory demands or job requirements for unusual vigilance or attentiveness. Incumbents usually control their own
work pace; however, there are some time pressures to finish specific job tasks. The effect of interruptions on job
results is moderate. The need for detailed or precision work is moderate.

LI Level 3: Work involves a high degree of alertness and concentration to complete job tasks. There are significant
sensory demands or job requirements for vigilance and attentiveness. Incumbents may not always control their own
work pace, and there are tight time pressures to finish specific job tasks. The effect of interruptions on job results is
significant. The need for detailed or precision work is high.

Level 4: Work involves a high degree of alertness and concentration to complete job tasks. There are extremely
significant sensory demands or job requirements for vigilance and attentiveness. Incumbents do not always control
their own work pace, and there are very tight time pressures to finish specific job tasks. The effect of on-going
interruptions on job results is very critical. The need for detailed or precision work is very high.

ANALYTICAL ABILITY / PROBLEM SOLVING

[ Level 1: Work requires understanding the nature of the problem and following repetitive, well defined and clear-cut
specific instructions, procedures, processes or pre-determined routines to address it.

1 Level 2: Work requires understanding the nature of the problem and following clear instructions, procedures,
processes or pre-determined routines to address it. The work may involve different but related processes and
methods.

I Level 3: Work requires understanding the nature of the problem and some interpretation to select from a number of
possible and prescribed solutions the most appropriate course of action to suit the circumstances of the problem. The
work may involve different but related processes and methods.

1 Level 4: Work requires understanding the nature of the problem and some interpretation to select from a number of
possible and prescribed solutions the most appropriate course of action to suit the circumstances of the problem. The
work involves a variety of different but related processes and methods, and some unrelated existing processes and
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methods. While, work related problems have known solutions, they may require some contextual cause and effect
analysis, and can be resolved by using established methods and procedures.

[ Level 5: Work requires a moderate degree of analysis to adapt to a variety of duties that involve unrelated processes
and methods. Situations may be broad in scope with limited opportunity for standardized solutions and may require
the recognition and consideration of variables, and selecting or developing solutions to address the situation.

1 Level 6: Work often requires analysis and assessment of problems that are broad in nature. Analyzing the causes of
the problem and the interrelationships of its components, and adapting existing practices or precedents to develop
solutions or series of possible solutions.

Level 7: Work requires a very high degree of complex analysis and reasoning to develop new approaches in order to
solve a wide range of problems. Work requires considering a wide range of unrelated factors/issues and their
interdependencies. Situations are often unique and typically require a high degree of mental challenge to deal with job
demands of a highly strategic, innovative or technical/scientific nature.

RESPONSIBILITIES

RESPONSIBILITY FOR WORK OF OTHERS

ACCOUNTABILITY FOR:

O Individual: Accountable for own actions only.

[0 Team: Accountable for one of more individuals within assigned work area.

[0 Department: Accountable for all individuals within assigned department or group of employees.
X Company: Individually accountable for overall performance of company.

TYPE OF LEADERSHIP EXERCISED:

O Level 1: Minimal to no responsibility for the work of others.

[0 Level 2: Assigns tasks, sets the pace of work, shows other workers how to perform assigned tasks, and checks work;
and performs same work as those supervised, or closely related.

[0 Level 3: Directs staff through face to face meetings or through intermediate leads; recommends subordinates'
performance ratings; participates in staff interviews and recommends who should be hired; recommends the amount
of subordinate merit increases and whom will be selected for promotional opportunities; has independent authority to
formally coach and issue documented verbal warnings; recommends written warnings and disciplinary action.

X Level 4: Directs staff through two or more subordinate supervisory levels; independently selects subordinates;
independently determines subordinates' performance ratings; independently decides, within budgetary limitations, the
amount of subordinate merit increases and whom will be selected for promotional opportunities; determines what
discipline should be imposed upon a subordinate; has independent authority to issue written warnings and disciplinary
action; and formulates and recommends a resolution to grievances or complaints.

EMPLOYEES DIRECTLY SUPERVISED:
0 Not applicable.
X Supervises 12 employees on a/n continuous basis.

OTHERS DIRECTLY SUPERVISED:
0 Not applicable.
X Supervises up to 15 court-assigned workers and/or volunteers on a/n infrequent basis.

RESOURCE MANAGEMENT
MANAGEMENT OF FINANCIAL RESOURCES:

Level 1: Limited responsibility for expenses, purchases or inventory. Monetary responsibilities limited to small
amounts (less than $500.00).

Level 2: Limited responsibility for expenses, purchases or inventory. Regularly handling moderate amounts of cash
(up to $1,000.00) during structured transactions.

Level 3: Tracking budgeted spending, limited purchasing authority and tracking inventory. Regularly handling
moderate amounts of cash (up to $1,000.00) during structured transactions.

Level 4: Limited responsibility for expenses, purchases or inventory. Regularly handling large amounts of cash (up to
$100,000.00) during structured transactions.

Level 5: Substantial responsibility for budget development, as well as financial control and purchasing
responsibilities. Responsibility for handling large amounts of money (up to $500,000.00).

Level 6: Responsibility for the budgeting process, budgetary and inventory control, purchasing and regulatory

XK O O O O O
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compliance.

MANAGEMENT OF MATERIAL RESOURCES (INVENTORY, EQUIPMENT & PROPERTY):

[ Level 1: Limited levels of responsibility for facilities, tools and/or equipment, such as: use of common office machines
and/or hand tools where consequences of operator error might involve minor damage to tools or equipment but would
be unlikely to cause injury to employee or the public or significant property damage; little or no responsibility for public
safety or security; limited building access and keys only to a private office, office suite, storage area, tool room and/or
similar area.

Level 2: Requires frequent but routine responsibility for facility security, public safety, equipment such as: access to
multiple buildings or offices; opening/closing of buildings; the personal operation and security of expensive equipment;
handling equipment or machinery for which the consequences of operator error would likely include moderate damage
to facilities and/or equipment, and/or injury to other employees or the public.

1 Level 3: Has considerable ongoing responsibility for building security and public safety such as: required to assume
the responsibility for dealing with facility emergencies; operation of equipment or machines for which the
consequences of operator error include significant property damage and/or threat of serious injury to the public or
other workers.

1 Level 4: Primary responsibility for the: security of one or more facilities and the safety of the public within the facility;
the security and operation of expensive equipment used by others for which the consequences of error would likely
result in high risk of injury or death to self, other employees or the public, and/or major damage to assets.

ACCURACY

I Level 1: Work involves performing specific, routine operations that include a few separate tasks or procedures in order
to facilitate the work of others but accuracy has limited impact beyond immediate organizational unit or beyond the
timely provision of limited services to others.

I Level 2: Work involves executing specific tasks following established rules, procedures or regulations .and individual
accuracy may affect the accuracy, reliability or acceptability of further processes or services.

I Level 3: Work involves a variety of conventional problems, questions, situations in conformance with established
criteria and accuracy affects the operation of systems, programs, or equipment, adequacy of operations or the social,
physical or economic well-being of persons.

Level 4: Work involves establishing criteria, formulating projects, assessing effectiveness, analyzing a variety of
unusual conditions, problems or questions; and accuracy affects a wide range of organization activities or the
operation of other organizations.

ACCOUNTABILITY

FREEDOM TO ACT - SUPERVISION RECEIVED

[ Close Supervision: The incumbent is assigned duties according to specified procedures and receives detailed
instructions. Work is checked frequently.

[0 Supervision: The incumbent performs a variety of routine work within established policies and procedures, and
receives detailed instructions on new projects and assignments.

[0 General Supervision: The incumbent normally receives little instruction on day-to-day work and receives general
instructions on new assignments.

[ Direction: The incumbent establishes methods and procedures for attaining specific goals and objectives, and
receives guidance in terms of broad goals. Only the final results of work are typically reviewed.

X General Direction: The incumbent exercises wide latitude in determining objectives and approaches to critical
assignments.

SELF-MANAGEMENT SKILLS

Changing Tasks: Perform effectively in environments with frequent workload changes and competing demands
Repetition: Perform repetitive work according to set procedures

Concentration: Perform with frequent interruptions and/or distractions

Fluctuating Workload: Perform effectively under conditions of fluctuating workload

Prioritizing: Set priorities which accurately reflect the relative importance of job responsibilities; prioritize assignments
to complete work in a timely manner

Follow Through: Work independently and follow through on assignments with minimal direction

Ambiguity: Take action when answers to a problem are not readily apparent in equivocal circumstances

ANNUAL MONETARY IMPACT

The amount of annual dollars including direct dollar generation, departmental budget, proper handling of organization
funds, expense control, and savings from new techniques or reduction in manpower produced by the positions essential
duties and responsibilities is:

KX XXX

X X
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Level 1: Up to $50,000.00

Level 2: Between $50,001.00 and $100,000.00
Level 3: Between $100,000.00 and $499,000.00
Level 4: Between $500,000.00 and $999,999.00
Level 5: $1,000,000.00 or more

IMPACT ON END RESULTS

[ Level 1: Minor impact. Job has minimal to zero impact on the organization’s end results. Low level of accountability to
generate, manage and/or control funds within a department and/or total organization.

[ Level 2: Moderate impact. Job has a moderate impact on the organization’s end results. Moderate levels of
accountability to generate, manage and/or control funds within a department and/or total organization.

Level 3: Major impact. Job has a considerable impact on the organization's end results. High levels of accountability to
generate, manage, and/or control funds within a department and/or total organization.

XOooo

HUMAN RELATIONS

CONTACTS WITH PUBLIC

0 Level 1: Contacts with the public are primarily highly structured situations where the purpose of the contact and whom
to deal with are relatively clear (simple transactions, paperwork, etc.).

[0 Level 2: Contacts are primarily routine and structured for the purpose of exchanging straightforward, factual
information; the exact purpose of the contact may be unclear at first to one or more of the parties; one of or more of
the parties may be uninformed concerning the role and authority of the other participant.

(1 Level 3: Contacts are primarily in an unstructured, non-routine setting in which the purpose and extent of each
contact is different.

I Level 4: Contacts with influential individuals outside the organization to influence or persuade; contacts are often in

situations subject to divergent views, skepticism, resistance, and/or uncooperative attitudes and behavior.

Level 5: Contacts with influential individuals outside the organization in highly unstructured settings in order to

defend, negotiate or resolve controversial and/or long-range issues and problems.

CONTACTS WITH EMPLOYEES

0 Level 1: Contacts are primarily with staff from immediate work area for the purpose of obtaining, clarifying, or giving
any straightforward, factual information (whether that information is easily understood or highly technical).

Level 2: Contacts are primarily routine and structured, typically involving District staff from other work areas, for the
purpose of coordinating or collaborating on work.

Level 3: Contacts with other staff members for the purpose of influencing, motivating, convincing or questioning;
employee must be skillful in approach in order to obtain the desired response.

Level 4: Contacts with influential individuals inside the organization to defend, negotiate or resolve controversial
and/or long-range issues and problems.

X

O

O

X

EFFORTS

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS

O Level 1: Offers little chance of damage or improvement of machines which are of limited value (up to $5,000.00).

Level 2: Offers limited possibilities for damage or improvement of equipment which are of substantial value (more
than $50,000.00).

O Level 3: Offers frequent chance of damage or improvement of equipment which are of limited value (up to $5,000.00)

[ Level 4: Offers frequent chance of damage or improvement of equipment which are of moderate value (up to

O

50,000.00).
Level 5: Offers frequent chance of damage or improvement of equipment which are of substantial value (more than
$50,000.00).

WORKING CONDITIONS AND KNOWN HAZARDS

The following work environment characteristics described here are representative of those an employee encounters while
performing essential functions of this job.

1 Nonstrenuous with Low Risk: Primarily sedentary with some walking, standing, and carrying of light objects in an
adequately lighted, ventilated, and heated area where normal precautions must be observed.
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Nonstrenuous with Moderate Risk: Primarily sedentary with some walking, standing, and carrying of light objects;
work environment requires special mitigating precautions and/or protective gear or clothing due to potential risk from such
sources as moving machinery, chemicals, animals, or diseases.

[0 Moderately Strenuous with Low Risk: Often lifts 30 to 50 pounds, walks over uneven surfaces, and/or stands for
long periods in an adequately lighted, ventilated, and heated area where normal precautions must be observed.

[0 Moderately Strenuous with Moderate Risk: Often lifts 30 to 50 pounds, walks over uneven surfaces, and/or stands
for long periods; work environment requires special mitigating precautions and/or protective gear or clothing due to
potential risk from such sources as moving machinery, chemicals, animals, or diseases.

1 Moderately Strenuous with High Risk: Often lifts 30 to 50 pounds, walks over uneven surfaces, and/or stands for
long periods while exposed to extreme temperatures, likelihood of physical attack, or potential exposure to smoke and
fire.

[ Strenuous with Low Risk: Often lifts more than 50 pounds, climbs high, runs, or defends against physical attack in
an adequately lighted, ventilated, and heated area where normal precautions must be observed.

1 Strenuous with Moderate Risk: Often lifts more than 50 pounds, climbs high, runs, or defends against physical
attack; work environment requires special mitigating precautions and/or protective gear or clothing due to potential risk
from such sources as moving machinery, chemicals, animals, or diseases.

[ Strenuous with High Risk: Often lifts more than 50 pounds, climbs high, runs, or defends against physical attack
while exposed to extreme temperatures, likelihood of physical attack, or potential exposure to smoke and fire.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

Never Occasional | Frequent | Continuous
1%--33% | 34%- 67%+

66%
O

Sitting

Standing
Walking
Squatting
Bending

Waist Twisting
Kneeling
Crawling
Climbing stairs
Climbing ladders

U
X

X

X| X

X

X

X

X

X

Oigioigio|gya|o|jo| -

Reaching shoulder height
Reaching below shoulder height
Lifting up to 30 Ibs. overhead
Lifting up to 100 Ibs. above waist
Lifting up to 100 Ibs. below waist
Carrying 0-20 Ibs.

Carrying 21- 50 Ibs.
Pushing/pulling 0-20 Ibs.
Pushing/pulling 21-30 Ibs.
Pushing/pulling 31-60 Ibs.
Pushing/pulling over 60 Ibs.

Fine finger manipulation

X

X OOoooooooooogo
X

X

X

X Oooox

X

X

o|gjo|g|o
X

X

X Oogogogod

Gross manipulation
Simple grasp

Power grasp

Repetitive hand/arm use

X

X

O

Ogogogogogogojgojgogoygyojgjo g o

Oojgojg|o
OXOogogx

X
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Loud noise
Dust, fumes or gases
Chemicals or toxic substances

X

X

X

ojgyopg

Latex

Ability to differentiate color
Verbal communication
Operating motor vehicles
Use of protective equipment
Other:

X

X

oig|ojgjoygyoj g

O X
Oigyoigyojgjayg|o
X

X
O X
ojgo

ACKNOWLEDGMENT
| acknowledge that | have read and understand the above job description in its entirety and am capable of
performing all of the stated requirements.

Signature:

Printed Name: Date:
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