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Job Description


	Directorate: Property Services

	Job Title: Environmental Compliance Officer


	Service Area: 
Assets & Stock Investment

	Grade: Band H 


	Special Conditions:  HMRC Mileage Rate

Role Profile: BPS45S  


	DBS Disclosure:  Not applicable

	Issue Date: October 2023

	Responsible to:   Asset Sustainability Manager


	Job Purpose and Role:

	

	To be responsible for ensuring that Wolverhampton Homes is compliant with all applicable environmental & waste legislation, including but not limited to, the following parliamentary acts  Environmental Protection Act 1990, Environmental Act 1991, Water Industry Act 1991, Water Resources Act 1991 and associated Regulations - Environmental Permitting Regulations 2021, Waste Regulations 2012, Hazardous Waste Regulations 2005, Heat Network Regulations 2014, Energy Performance of Buildings (Certificates and Inspections) Regulations 2007 and the Climate Change Act 2008, while also striving to achieve best practice guidance as produced by appropriate regulatory and advisory authorities.

To manage the integration, identification, assessment and control of environmental risks into operational management activity, ensuring all significant risks are adequately recorded and managed as part of the Environmental Management System Aspect & Risk Assessment process and in line with the objectives defined by the Environmental Management System.

To lead on the development, recording and monitoring of the environmental elements of the Environment, Social and Governance (ESG) reporting standard as well as the businesses Scope 1, 2 & 3 carbon emissions inventory (Carbon Accounting Dashboard).

To provide advice and guidance to stakeholders across the business on waste and environmental matters, to endeavour to ensure that Wolverhampton Homes complies with its responsibilities under the relevant Environmental & Waste Regulations.

To ensure that there are systems in place to ensure accurate records are available for non-domestic and domestic premises to minimise the risk of legal non-compliance and environmental harm associated with Environmental & Waste legislation.

To plan, implement, monitor and review the effectiveness of corporate environmental compliance & risk management. 

To develop an environmental audit plan and to manage and undertake environmental audits and compliance inspections. 

To develop, monitor and manage significant findings by reporting findings to the Head of Service periodically and develop corrective and preventative action plans to address the findings. To provide details on the status of operational compliance in line with the compliance framework.

Assist with the management and monitoring of Energy & Climate Change Team operational contracts. 
Support the development and delivery of a waste management reduction strategy and action plan.
Support the development and delivery of a carbon reduction strategy and carbon management plan.
To engage and support operational teams, regulatory bodies and residents with investigations into environmental incidents or complaints in a timely manner.

To develop and maintain positive working relationships internally by liaising with relevant teams and key stakeholders, through the implementation and adoption of a formal system for the management of environmental compliance.  
To work with internal and external colleagues to access and submit funding bids to attract resources and inward investment to support operational and planned programmes of work.
To lead on environmental initiatives, engaging with colleagues from across the business, to reduce the environmental risk and environmental impact of WH operations and housing portfolio.

To work proactively with the Environmental Agency, Local Authority, Trading Standards and other relevant authorities that have jurisdiction on Environmental & Waste matters to ensure legal compliance and best practice is implemented within WH, while also providing support following an environmental incident and responding to formal/informal notifications.



	


General

The duties of the post may change and develop from time to time considering new legislation, Wolverhampton Homes Policies, organisational developments and social trends. Such developments will be monitored in conjunction with the Chief Executive and will be reflected as necessary in the aims and objectives of the post.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.




	Key Area
	Duties and Responsibilities

	Knowledge and Experience



	
	
	Essential
	Desirable

	Leadership
	To ensure Wolverhampton Homes complies with its responsibilities under all relevant environmental & waste legislation as well as the best practice set-out in the detailed guidance published by the Environment Agency and other regulatory and trade bodies.

To ensure that Wolverhampton Homes completes and maintains an environmental aspects & risk register of operation activities, non-domestic properties and domestic properties.

To proactively manage are target the reduction of environmental risk and minimise environmental impacts associated operational activities, non-domestic properties and domestic properties.  

To remain up to date with best practice guidelines, trends, changes and developments, as well as ensuring the service operates within current legislative and constitutional requirements.

To proactively develop and manage the Environmental Audit Programme and Compliance inspections to ensure all areas of the organisation are compliant with legislation, the Environmental Policy, the Environmental Management System and its supporting procedures. 

To support the ongoing development and delivery of a waste management reduction strategy and action plan. 

To ensure the accurate reporting of waste, carbon and environmental Key Performance Indicators.
To manage strategic waste and environmental management data management, holding of paper and electronic data, processing and controlling of the same.

To develop and manage the environmental elements of the Environmental, Social and Governance (ESG) reporting framework.

To identify, develop, record and effectively monitor the businesses Scope 1, 2 & 3 carbon emissions via the Carbon Accounting Inventory and Dashboard.

Participate in the appointment, personal development reviews/appraisals, training, team briefings development of members of staff within the Stock Investment section as appropriate.

Contribute to the development of specifications and participate in the process for the procurement of new contracts associated with the Energy & Climate Change Team.

	Recognised qualification (or working towards) in the waste and environmental compliance, e.g.  
IEMA Certificate in Environmental Management or Construction

Detailed knowledge of environmental & waste legislation and associated guidance documents. 

Ability to work on own initiative with minimal supervision, including resilience to work under pressure and to tight deadlines.

Ability to manage large or complex tasks or projects.

Has a comprehensive knowledge and understanding of the legislative framework in place to manage waste, carbon and environmental management.
Has a working understanding of ISO 9001 &14001 compliance
Ability to manage and implement legislative requirements / change.
Experience of working in a waste management or environmental management role.
Ability to produce waste, carbon or environmental management compliance policies and procedures.
Skills to prepare and present professional plans / reports for staff
Experience of Carbon, ESG and ESOS reporting 

	Degree in Environmental or Waste Management related discipline.

A Full or Chartered Member of the Institute of Environmental Management & Assessment (IEMA)

WAMITAB Level 4 in Waste Management Operations: 

Extensive project management experience.

Extensive risk management experience.

A sound knowledge and practical experience of working within the Social Housing sector.

NEBOSH Certificate in Environmental Management

Strong motivational, planning and organisational skills.

Leadership qualities which include motivational, planning and organisational skills.

	Communication and customer service

	To provide robust advice on environmental & waste related matters ensuring that Wolverhampton Homes complies with its responsibilities under the relevant environmental & waste legislation.

Ensure suitable controls and procedures are in place for checking the quality of environmental & waste management operations.
Monitor the effectiveness of environmental & waste procedures used to manage compliance within the operational setting of Wolverhampton Homes.

Provide technical advice and guidance on environmental & waste matters to a range of personnel across Wolverhampton Homes.

Effectively chair, minute and record meetings with individuals or groups. 
Develop and report on waste, environmental and carbon management ‘Key Performance Indicators’. 
Effectively manage and maintain the businesses electronic waste consignment system (Quick Consign)   
Assist with the provision of waste and environmental management training and provide mentoring where appropriate.
To actively promote Wolverhampton Homes’ mission, vision and values through the work that you do.
	Ability to develop and maintain effective working relationships at all levels to ensure high levels of customer care.

To be PC literate and able to use a wide range of software and mobile technology, including standard MS Office applications.

Has an excellent understanding of current environmental best practice. 


Possesses excellent presentation, communication skills both orally and in writing.
Committed to providing good customer service, having regard to the needs of the diverse communities within the city
	Experience of working in a customer-focused environment with tenants and leaseholders.

To have strong interpersonal skills and the ability to deal with demanding situations.

To be able to effectively summarise complex technical information into management reports and present 

to non-technical recipients.

	Team working


	Work in collaboration with the City of Wolverhampton Council’s Environmental and Carbon Management Teams, the Environment Agency and other regulatory bodies to investigate environmental & waste matters.
Work collaboratively with colleagues within your own team and other teams, contribute to decisions and strive to ensure the team succeed.

Provide clear advice and guidance to colleagues and customers.  

To have a flexible and agile approach to working; working as effectively from the various office locations across the city, or from home.
Develop strong working relationships internally and externally and liaise with the relevant teams and stakeholders to resolve waste and environmental compliance queries promptly and comprehensively.
To assist with the development of management information systems to ensure waste and environmental compliance across all facets of the business, including the Strategic Construction Partners site operations.
To assist with the preparation of Site Waste Management Plans for new projects for incorporation within pre-construction information.  
Work closely with all teams across the business to provide advice on waste, carbon and environmental compliance. 
To provide training and advice on waste and environmental compliance related matters on construction projects and frontline services, ensuring clear and succinct advice is provided to supervisory staff, so that clear instructions can be issued to the relevant operative / contractor.
Establish and maintain effective team relationships to encourage, engage, support and motivate members of the team.
Assist with development of technical solutions to reduce carbon emissions associated with WH activities and assets.


	To be able to build and maintain strong relationships across challenging or complex working environments.

Ability to work in collaboration with internal and external partners 
Effective project management skills.
Ability to balance workloads and priorities.
To be approachable and listens to others, offering alternative ways of achieving goals, and able to resolve conflict. 


	Experience of working with multi-disciplinary professional design and operational teams on complex projects.

To be self-motivated, so can work on own initiative or within a team environment.

Ability to influence and manage partners and expectations.
Skills to develop and maintain good working relationships with both internal and external customers and senior 
managers.
The ability to plan, co-ordinate and mentor teams to ensure service delivery meets expected standards.
Must be confident and flexible, including working at various construction site locations as well as alternative office locations.

	Decision making and problem solving

	To provide advice on the range of environmental & waste solutions that may be available in any given situation.
To ensure that environmental & waste procedures are developed and implemented to eliminate or reduce environmental risks.

To develop processes and monitor their effectiveness to ensure compliance with relevant environmental & waste legislation and reduce environmental risk associated within Wolverhampton Homes’ operational activities.

To set and prioritise your own workloads allowing for unforeseen circumstances and delegate where appropriate. 

To make decisions efficiently and effectively, minimising disruptions, and where necessary obtain further information.

To balance your workloads and priorities to ensure deadlines and targets are met.

To participate in reviews of new or alternative materials to determine the implications these materials have on waste management & environmental risk, whilst improving service efficiency, product life cycle or value for money.
To identify any shortfall in resources required to deliver work programmes.
Identify work which has not met the quality standards and suggest corrective action in conjunction with the appropriate manager.
To provide solutions and innovate ways of resolving problems quickly and effectively.
To contribute to long- and short-term decision making on future capital programme projects.
Identify and quantify pertinent waste and environmental compliance risks for so that suitable and effective measures can be implemented to reduce/eliminate the risks.
Respond to any environmental risks or breaches in a planned and co-ordinated manner.

	
Ability to analyse, summarise and report key issues from a wide range of sources.

Capability to influence others to achieve required objectives.

Ability to make clear, appropriate and timely decisions. 
Willingness to challenge decisions to achieve improved outcomes.

Can set and prioritise your own objectives and realistically plan your work activities.
Ability to work on own initiative with minimal supervision, including resilience to work under pressure and to tight deadlines.

Experience of developing waste management safety policies and procedures.
Appropriate skills to analyse, summarise and report key issues from a range of sources.
	Knowledge of material lifecycles and their impacts on the environment.

Possess a pragmatic attitude to the management of Environmental Risk.

To be capable of effectively managing confrontation by defusing difficult situations.



	Equality and Diversity

	To have an awareness of the Equality Act and the requirements contained within it.

To promote and support equality and inclusion amongst employees and customers.

Be familiar with and comply with Wolverhampton Homes Personnel Policies and Procedures and Officer Code of Conduct.
To ensure compliance with the Data Protection Act and Wolverhampton Homes’ Health & Safety Policies, Management of Attendance, No Smoking and Customer Care policies and procedures.
Consider how projects will impact, positively and negatively, on people by leading on the use of Equality Impact Assessments (EIA’s) 

	Attitude / behaviour consistent with Wolverhampton Homes’ Values, Policies and Procedures.

Have a good understanding of Wolverhampton Homes Equality & Diversity and Personnel policies and procedures.
Has the skills to promote fairness and inclusion in employment and service delivery.

	Possesses an awareness of the needs of a multi-cultural society

Confidence to challenge unacceptable behaviour and report where required.


	Health and safety

	To have an understanding of the Health and Safety at Work etc. Act 1974, Control of Substances Hazardous to Health Regulations 2007 and other legislation where there are safety and environmental linkages.

To develop environmental H&S documentation including strategies, policies, procedures and risk assessments for strategic waste and environmental management compliance.  

To undertake and / or deliver any appropriate or mandatory training. 

To ensure compliance with the Health & Safety at Work Act, Data Protection Act, GDPR, and other Wolverhampton Homes policies including Health & Safety, Management of Attendance, No Smoking and Customer Care.

To be aware of Wolverhampton Homes Health and Safety and compliance procedures, especially those relating to construction projects. 

	Knowledge and understanding of waste, environmental and health & safety legislation and guidance. 

Appropriate knowledge of PPE equipment and its use.
A practical knowledge of the range of legislation affecting waste management H&S requirements.
Knowledge & experience of the waste management industry and its methods and processes.
Knowledge and understanding of risks posed various hazards and by hazardous waste materials.
	Appropriate awareness of health and safety risks in a built environment.

SCS Card / Possesses a general understanding of construction site awareness.


	Financial management

	To comply with financial regulations including procurement procedures and GDPR.

To avoid the ineffective use of resources and, where possible, identify opportunities to achieve efficiencies or cost savings.  

To authorise and where appropriate, certify invoices for goods and services in accordance with the scheme of financial delegation and agreed financial limits.

To support the procurement of services, internally or externally in accordance with delegations appropriate to the post ensuring that Wolverhampton Homes receives high-quality services and value for money.
To authorise, and where appropriate, certify invoices for goods & services in accordance with the scheme of financial delegation and agreed financial limits.
To work with internal and external colleagues to access and submit funding bids to attract resources and inward investment to support operational and planned programmes of work.
	Ability to establish cost-effective solutions to challenging situations

Able to plan effectively to ensure cash-limited resources are spent efficiently

Understanding of order processing system, processes and procedures 

Has the skills and knowledge to effectively manage physical and financial resources. 
Knowledge of financial monitoring databases and spreadsheets
Possesses an awareness of value for money and how individual actions can contribute to making efficiency savings.

	Experience of budgetary management

Knowledge of national and local waste and environmental management funding streams.




Disqualifying Factors: Indication of attitudes/behaviours inconsistent with Wolverhampton Homes’ Policies and Procedures, e.g. sexist, racist, anti-disability or any other attitudes/behaviours
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