
ASSOCIATE DIRECTOR OF OPERATIONS 
 
Department:  Facilities    Location: Administrative Office/Field 
Grade:   Grade 19    Date:   10/2021 
 
DEFINITION: 
 
Administrative and professional work in organizing, managing, overseeing and coordinating complex projects including 
evaluating, designing, permitting, and constructing capital improvement projects. 
 
Administrative, supervisory, and professional work in direct oversight of the Maintenance, Drop-Off Center, Special 
Waste, and Property Management programs.  
 
DISTINGUISHING CHARACTERISTICS: 
 
Manages the Drop-Off Center Program, Maintenance Program, and Property Management program.  
 
Responsible for hiring and managing design and permitting consultants for miscellaneous projects and for in-house 
design & permitting of various minor projects and improvements. 
 
Responsible for managing and administering numerous projects and of construction projects including bidding, bid 
evaluation, contracting, construction oversight, review of shop drawings, scheduling and approval of payment requests, 
and ensuring that projects are completed on time and within budget.  
 
Responsible for duties requiring the exercise of independent judgment in long term planning of  the maintenance, drop-off 
centers, special waste, and property management programs which include future equipment needs and budgetary 
planning, and organizing and evaluating the work of consultants, contractors, and other contracted services.  
 
Responsible for all personnel issues requiring the exercise of considerable independent judgement in planning, 
organizing, and evaluating employee’s work.  
 
Errors could severely impact the operation of departments and could have significant legal or financial repercussions for CSWD 
including confusion and delay, and a decreased level of services. 
 
SUPERVISORY CHARACTERISTICS: 
 
Works under the administrative direction of the Director of Operations.  
 
Responsible for the direct supervision of 30 employees, including maintenance, roll-off truck drivers, and Drop-Off Center 
employees. .  
 
Will often be self-managed. 
 
Supervises and administers contracts of engineers, contractors, consultants, equipment suppliers and manufacturers. 
 
EXAMPLES OF WORK PERFORMED: 
 
Construction Projects:  

 Develops budgets and construction estimates and prepares documentation and reports for assigned projects. 
 Responsible for all aspects of bid process including developing, reviewing, interpreting, analyzing, issuing and 

administering Requests for Bids, Proposals and Qualifications for various projects and ensuring that projects are 
on schedule and within budget.  

 Responsible for the bids related to the procurement of operations specific equipment, rolling stock, and materials.  
 Recommends change orders and design changes and verifies and approves pay requests.  
 Supervises construction projects completed with District labor forces and equipment. 
 Prepares construction drawings, technical specifications, and bid and contract documents.  

 Prepares construction cost analysis and estimates of probable total project costs.  
Maintenance Program 

 Oversees the day-to-day operations of the maintenance program  
 Prepares and manages Maintenance program budget, including long-term planning for the program.  



 Schedules and coordinates projects for all maintenance employees and roll-off truck drivers. 
 Hires, trains, evaluates, and handles disciplinary action as outlined in Personnel Policy.  
 Implements and maintains computerized maintenance files. 
 Keeps in contact with facility operators as needed to provide all aspects of maintenance service to those facilities. 
 Oversees and coordinates major and complex repairs with outside vendors. 
 Responsible for scheduling and performing snow removal for various CSWD facilities, which may include hours 

worked outside of the regular work schedule to complete task. 
 Responsible for maintaining landfill flares and tracking landfill leachate levels.  
 Oversees transport of special wastes to and from various facilities, which include wood & yard debris, tires, and 

gypsum.  
 

Rental Properties 

 Prepares and manages Property Management budget, including long-term planning for the program.  
 Coordinates inspections and correspondence with tenants and ensures no vacancies of rental properties.  
 Oversees maintenance projects for rental properties, and coordinates snow removal if needed. 

 
Drop-Off Center Program  

 Oversees the day-to-day operations of the drop-off center program  
 Oversees DOC Capital projects.  
 Oversees all DOC Contracts.  
 Prepares and manages DOC program budget, including long-term planning.  
 Hires, trains in conjunction with DOC Operations Lead, evaluates, and handles disciplinary action as outlined in 

Personnel Policy.  
 Implements and maintains computerized maintenance files. 
 Keeps in contact with facility operators as needed to provide all aspects of service to those facilities. This includes 

weekly visits to sites to inspect facilities, discuss projects, and manage staff.  
 
Has access to confidential information including bid proposals and personnel records. 
 
Conducts performance evaluation.  
 
Must adhere to District safety programs and policies and serve as an advisor with DOC Admin and Operations Lead participating 
on the Safety Committee 
 
Attends meetings, makes presentations to the Board of Commissioners and others, , meets with other District staff, 
contractors, developers, outside agencies, citizens, and other members of the community as assigned.  
 
Develops contacts, where occasionally time is spent negotiating and/or influencing environmental organizations; local, 
state, and federal agencies and officials; regional organizations and the general public. 
 
Mix of office and on-site field work will be required. 
 
Other duties as assigned. 
 
ESSENTIAL DUTIES: 
 
Ability to independently evaluate problems, research potential solutions, evaluate alternative solutions, recommend 
solutions, and develop and implement selected solutions. 
 
Ability to train, motivate, coach, and direct the work of employees. 
 
Ability to communicate with individuals of varying backgrounds such as contractors, engineers, and regulatory officials. 
 
Ability to resolve disputes between individuals and groups which have conflicting goals and objectives  
 
Ability to function under pressure and meet deadlines while maintaining a professional and helpful attitude. 
 
Ability to multi-task and simultaneously work on numerous projects.  
 



WORKING CONDITIONS: 
 
Occasional undesirable working conditions. During certain times work may involve frequent performance of duties out-of-
doors with occasional exposure to unpleasant weather elements in industrial settings. 
 
Duties may require occasional  moderate physical effort or walking or standing all of the time. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
 
Computer literacy using word processing and spreadsheet software; blueprint, plan, and construction document reading 
and interpretation; and project planning and scheduling. 
 
Thorough knowledge of construction management techniques; contract management and administration; implementation 
and administration of QA/QC programs and solid waste management engineering. 
 
Familiarity with local, regional, state, and federal regulations and regulatory processes pertaining to solid waste.   


Requires the ability to coordinate, manage, and correlate data.  
 
Knowledge of basic computer management, networking management, and general computer skills.  
 
Requires the ability to apply principles of logical reasoning to deal with several concrete and abstract variables; and to 
analyze major problems that require complex planning for problem solving.  
 
Ability to support the District mission to reduce and manage the solid waste generated within Chittenden 
County in an environmentally sound, efficient, effective, and economical manner.  
 
Demonstrates District values to work safely, encourage innovation, support & inspire, communicate openly & 
effectively, be transparent with activities and policies, demonstrate integrity, deliver results, and be respectful 
and to demonstrate the importance of these values to all subordinates.  
 
RECOMMENDED QUALIFICATIONS: 
 
Bachelor’s degree in Construction Management, Civil Engineering,  or related field from an accredited institution, 
supplemented by a minimum of five years of experience associated with design, permitting and construction projects, and 
familiarity with the field of Solid Waste; managerial and supervisory skills, or any combination of education, training, and 
experience which provides the requisite knowledge, skills, and abilities for the duties and responsibilities described.  
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Equipment Operator & Office Assistant 
 
 
Department:  Organics Diversion Facility   Location: Green Mountain Compost  
Grade/Classification: Grade 7/Non-exempt   Date:  11/2020 
 
DEFINITION: 
 
To assist in the daily operations of feedstock processing, value-added product blending, finished product screening, 
vehicle loading, product sales and office work including operating a skidsteer, telehandler, windrow turner, various trucks, 
and front-end bucket loader.  
 
DISTINGUISHING CHARACTERISTICS: 
 
Ability to assist with the daily operations of general office procedures and customer service. 
 
Ability to assist with the daily production and sale of compost related products.  
 
Ability to effectively and safely operate a skid steer to move product and load customer vehicles. 
 
Ability to effectively and safely operate a front-end bucket loader to process compost, blend materials, move product and 
load customer vehicles. 
 
Ability to effectively and safely operate a windrow turner to process compost and blend materials.  
 
Ability to effectively and safely operate a vacuum truck, a dump truck, or haul truck and pickup trucks to move and 
process materials or perform maintenance as needed.  
 
The majority of time is spent either working in the office, loading customers, or operating and maintaining heavy 
equipment including bucket loaders, skid steers, telehandlers, windrow turner, dump trucks, compost turner, pump trucks, 
and screeners. 
 
Ability to understand and effectively follow all permits, rules, and regulations concerning composting operation. 
 
SUPERVISORY CHARACTERISTICS: 
 
Works under the general direction of the Compost Assistant Manager for office work and the Heavy Equipment Operator, 
Maintenance Lead, & Soils Production Coordinator for field work.  
 
 
EXAMPLES OF WORK PERFORMED: 
 
Administrative work including answering the phone and returning incoming messages, completing end of day procedures, 
including bank deposits, taking customer orders answering questions, and performing cash sales.  
 
Assists with a range of activities required for the daily production and sale of compost and related products.    
 
Processes incoming feedstocks into compost. 
 
Loads materials into trucks. 
 
Operates a skid steer or front-end bucket loader to safely and effectively move products and load customer vehicles and 
other general production assistance.   
 
Safely and effectively operates bucket loaders for receiving, blending, screening, building windrows, and loading out 
finished products to customers. 
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Safely and effectively operates haul truck or dump truck for hauling compost, soil blends, and their inputs. 
 
Safely and effectively operates windrow turner for processing compost and mixing soil blends. 
 
Safely and effectively operates vacuum truck for irrigating compost piles.  
 
Performs daily recordkeeping requirements for compost tracking, maintenance, etc. 
 
Report to supervisor with anticipated shortages/overages in a timely fashion.  
 
Makes contact with landscapers, contractors, and the general public requiring courtesy and tact. 
 
Assists with performing general maintenance as needed including fueling and greasing all GMC equipment, changing 
hydraulic hoses, changing bearings, changing filters, etc.  
 
Assists with keeping site, yard, and workshop maintained and organized.   
 
Must be able to work independently and keep up in a fast-paced environment while maintaining attention to detail and 
safety.    
 
Must be motivated and able to prioritize work schedule to maximize efficiencies and use independent judgement when 
needed.  
 
The ability to handle multiple tasks, take direction, and be a good team player is required.   
 
Errors could be serious due to the use of potentially dangerous equipment; could result in monetary loss to the District; 
confusion and delay; and a decreased level of services. 
 
Performs all other relevant work as assigned. 
 
May assist other GMC staff with general operations including value added production, overs processing, and trash 
collection as needed 
 
Attention to detail and quality control in all aspects of production. 
 
No access to confidential information.  
 
ESSENTIAL DUTIES: 
 
Ability to operate a personal computer, including word-processing, spreadsheets and accounting software.  
 
Ability to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude. 
 
Ability to operate and maintain heavy equipment.  
 
Ability to accurately document all record keeping requirements. 
 
Ability to understand and comply with permits, rules, and regulations of compost.  
 
 
WORKING CONDITIONS: 
 
The majority of work  is performed outdoors in all weather conditions. 
Duties require frequent moderate physical effort in carrying including walking or standing with occasional heavy physical 
effort in pulling, pushing or lifting  and the ability to lift in excess of 50 lbs.  
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Frequent exposure to hazards that could cause injury on the job include the use and maintenance of heavy equipment.  
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
 
Two years previous experience in heavy equipment operation and maintenance. 
 
Knowledge of composting, farming, or related agricultural field helpful. 
 
Ability to operate personal computer including familiarity with excel and basic accounting software.  
 
 
EDUCATION AND EXPERIENCE: 
 
High School Diploma or GED with two years’ experience as equipment operator/maintenance work.  
 
Proper and valid license for equipment to be operated. 
 



Heavy Equipment Operator, Maintenance Lead, & Soils Production Coordinator 
 
 
Department:  Organics Diversion Facility  Location: Green Mountain Compost 
Grade/Classification: Grade 7/Non-exempt   Date:   10/23/17 
 
DEFINITION: 
 
To oversee all facets of daily bulk soils production, processing, and tracking including secondary processing of aerated 
compost (screening and tracking). 
 
To assist in the daily operations of finished product screening, windrow turning, feedstocks receiving, processing, and 
blending and loading of compost and related soils with the experienced operation of heavy equipment.  To oversee 
maintenance of all equipment used in compost and value-added soils production.  To assist in the training of seasonal 
staff.   
 
DISTINGUISHING CHARACTERISTICS: 
 
The majority of time is spent overseeing, operating, and maintaining heavy equipment including bucket loaders, skid 
steers, telehandlers, pump trucks, dump trucks, screeners, and excavators used in the production of compost and related 
soils.  Accurate record keeping and planning around material flows, maturation, inventory, and production scheduling are 
key components to this work.   
 
Ability to assist in accurately and efficiently processing all feedstocks, combining into recipes required to achieve ideal 
carbon/nitrogen ratios, moisture content, and porosity required for optimal compost production using ASP methods. 
 
Ability to assume all responsibilities of Senior Equipment Operator when that person is absent.  
 
SUPERVISORY CHARACTERISTICS: 
 
Works under the daily direction of the Director of Compost.  
 
EXAMPLES OF WORK PERFORMED: 
 
Safely and effectively operates bucket loaders, excavators, and tanker trucks for receiving, blending, screening, building, 
turning, and irrigating windrows. 
 
Responsible for tracking all maintenance needs for all equipment using CMMS software or other approved method.  
Assists with performing general maintenance including, fueling, greasing, checking and changing engine and hydraulic 
oils and filters and basic mechanical repair on all GMC equipment.  Coordinates maintenance of equipment requiring 
assistance from offsite personnel.  Carries out basic welding and metal fabrication needs.  
 
Maintains inventory of requisite fluids, filters, common wear items for all equipment in an organized fashion.  Works with 
General Manger and Office and Production Coordinator to procure replacement items and ensure adequate inventory. 
 
Loads bulk and bagged materials into trucks. 
 
Responsible for keeping site, yard, and workshop maintained and organized including all tools and storage areas.   
 
Assists with training of seasonal staff including equipment operators and truck drivers. 
 
May assist other GMC staff with general operations including value added production, overs processing, and trash 
collection as needed. 
 
Makes contact with landscapers, contractors, and the general public requiring courtesy and tact. 
 
Errors could result in monetary loss to the District; confusion and delay; and a decreased level of services. 
 
Ability to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude. 



 
Performs all other work as assigned. 
 
ESSENTIAL DUTIES: 
 
Ability to work independently. 
 
Ability to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude. 
 
Ability to communicate effectively with coworkers and supervisor. 
 
Ability to operate and maintain heavy equipment.  
 
Ability to accurately document all record keeping requirements. 
 
Ability to operate a personal computer and hand held devices, including word-processing, spreadsheet, 
accounting, and database software. 
 
Ability to understand and comply with permits, rules, and regulations of compost.  
 
WORKING CONDITIONS: 
 
Work is performed outdoors in all weather conditions. 
 
Ability to lift in excess of 50 lbs. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
 
Previous experience in heavy equipment operation and maintenance. 
 
Experience using welding equipment and knowledge of relative safety standards and awareness to use protective clothing 
(face-shield, gloves etc.) 
 
Knowledge of composting, farming, or related agricultural field helpful. 
 
Willingness to obtain CDL licensure helpful 
Working knowledge of compliance with State and Federal regulations concerning operations of all facilities. 
 
Organization skills, including the ability to plan and schedule. 
 
Ability to read, interpret and follow technical manuals for procedures and safety. 
 
EDUCATION AND EXPERIENCE: 
 
High School Diploma or GED with two years’ experience as equipment operator/maintenance work. 
 
Proper and valid license for equipment to be operated (driver’s license is adequate). 
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SENIOR EQUIPMENT OPERATOR 
 
 
Department:  Organics Diversion Facility  Location: Green Mountain Compost 
Grade/Classification: Grade 7/Non-exempt   Date:  7/18 
 
DEFINITION: 
 
To maintain daily operations of windrow turning, feedstocks receiving, processing, and finished product screening, 
blending and loading of compost with the experienced operation of heavy equipment. 
 
DISTINGUISHING CHARACTERISTICS: 
 
The majority of time is spent operating and maintaining heavy equipment including bucket loaders, mixer, skid steers and 
excavators. 
 
Ability to accurately and efficiently process all feedstocks, combining into the correct ratios to achieve ideal 
carbon/nitrogren ratios, moisture content, and porosity required for optimal compost production. 
 
Ability to understand and effectively follow all permits, rules, and regulations concerning compost, time and temperature 
requirements, and compost recipe development. 
 
SUPERVISORY CHARACTERISTICS: 
 
Works under the direction of the Director of Compost. 
 
EXAMPLES OF WORK PERFORMED: 
 
Safely and effectively operates bucket loaders for receiving, blending, screening, and building windrows. 
 
Safely and effectively operates heavy equipment for turning windrows as needed and operates the tanker truck for 
irrigation as needed. 
 
Maintains accurate information on current feedstock inventory. Report to supervisor with anticipated shortages/overages 
in a timely fashion.  
 
Performs general maintenance including, fueling, greasing, checking and changing engine and hydraulic oils and filters on 
designated compost equipment.  
 
Monitors liquid levels in liquid collection areas on site, Report to supervisor in the event of problematic levels. 
 
Monitors temperature and moisture of active compost piles, takes corrective measures to adjust as needed. 
 
Loads bulk and bagged materials into trucks. 
 
Assists in keeping compost pad, yard, and workshop maintained. 
 
Tracks inventory on designated equipment parts and supplies. 
 
May assist other GMC staff with general operations.  
 
Makes contact with landscapers, contractors, and the general public requiring courtesy and tact. 
 
Errors could result in monetary loss to the District; confusion and delay; and a decreased level of services. 
 
Ability to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude. 
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Performs all other work as assigned. 
 
ESSENTIAL DUTIES: 
Ability to operate and maintain heavy equipment.  
 
Ability to understand and comply with permits, rules, and regulations of compost.  
 
WORKING CONDITIONS: 
 
Work is performed outdoors in all weather conditions. 
 
Ability to lift in excess of 50 lbs. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
 
Previous experience in heavy equipment operation and maintenance. 
 
Knowledge of composting, farming, or related agricultural field. 
 
EDUCATION AND EXPERIENCE: 
 
High School Diploma or GED with four years experience as equipment operator/maintenance work. 
 
Proper and valid driver’s license for equipment to be operated. 
 
 
 



 

 

COMPOST ASSISTANT MANAGER  
 
 
Department:  COMPOST    Location: COMPOST FACILITY 
Grade/Classification:  11     Date:   9/1/2020 
 
DEFINITION: 
 
Administrative, supervisory, and professional work assisting in directing the operations of the CSWD compost program. 
 
Responsible for daily operations including but not limited to customer service, order fulfillment, scale use, compost 
monitoring and data entry, compost sampling and testing, office organization and upkeep, greenhouse organization and 
upkeep, value-added production, ODF safety compliance, the use of specified equipment, and to complete miscellaneous 
tasks that arise to further the success of the Compost Program. 
 
DISTINGUISHING CHARACTERISTICS: 
 
Assists Director of Compost with the management of the compost facility. 
 
Works collaboratively with all CSWD Departments to further innovation within the organization. 
 
SUPERVISORY CHARACTERISTICS: 
 
Works under general guidance of the Director of Compost. 
 
Will often be self-managed. 
 
Responsible for directly supervising the Office Assistant & Equipment Operator and Administrative Assistant/Scale 
Operator and assists with the supervision of 2 permanent full-time employees and any additional seasonal employees 
including providing direction, scheduling, timesheet approval, and evaluation. 
  
Assumes responsibility for Director of Compost role when the Director is absent from work and including, if requested, 
filling in at meetings, representing the interests of the program, and note taking.  
 
EXAMPLES OF WORK PERFORMED: 
 
Provides technical and educational assistance to all CSWD departments, member municipalities, and the general public 
as needed. 
 
Responsible for recruiting, interviewing, training, and evaluating two direct reports. Assists with recruiting, interviewing, 
training, and evaluating other ODF employees. 
 
Responsible for scheduling and time sheet approval and assists with ODF staff evaluation. 
 
Assists with oversight and recordkeeping of collected materials.  
 
Participates in decisions on acceptability of items brought to ODF. 
 
Participates in the planning and design of ODF and recommends improvements to existing facilities.  
 
Reviews and codes invoices, reconciles billing issues, and approves invoices as necessary 
 
Participates in trainings related to ensuring compliance with state programs, permits, and certifications.  
 
Assists with providing input for the annual budget for ODF. 
 
Oversees aspects of annual budget pertaining to office and production needs.  
 
Assists with administrative projects for the Director of Compost requiring independent judgement.  
 



 

 

Maintaining and developing procedures related to sales, order tracking, customer service, office supplies, compost batch 
monitoring, material flow, data entry. 
 
Tracks and maintains inventory supplies in line with budget for office, greenhouse, value-added production, propane, 
heating fuel, waste oil, safety related inventory, and any other supplies related to operations. Produces orders when 
necessary. 
 
Manages customer accounts and relationships to ensure successful sales of compost products. Assists with outside sales 
including trade shows, producing product samples, and building rapport and long-term customer good will. 
 
Works with private haulers to ensure timely and accurate sales order fulfillment. 
 
Manages the use of the scale as a public weighmaster.  
 
Effectively communicates with new and existing food waste haulers to ensure proper use of facility and scale.  
 
Coordinates with Director of Compost and CSWD Director of Information Systems to ensure proper data entry and 
feedstock reporting.  
 
Coordinates with all ODF staff to facilitate the complete process of production of compost, value-added product, and 
timely order fulfillment. 
 
Performs sales effectively in person and remotely. 
 
Makes frequent contact with local haulers, businesses, and the general public requiring courtesy and tact.  
 
Ensures ongoing quality control measures, including regular product sampling, growth trials, testing and analysis 
scheduling, and regular inspection of value-added products. 
 
Works closely with Director of Compost to identify areas for improvement with existing product line and develop new 
products. 
 
Responsible for ensuring proper temperature probe maintenance. 
 
Coordinates with Maintenance Lead and Equipment Operators to make sure proper housekeeping and maintenance is 
being executed and monitored.   
 
Assists in loading customers with bulk purchases.  
 
Assists ODF Director of Compost and CSWD Marketing staff for ongoing development of marketing strategies. 
 
Trains seasonal employees. Oversees work crews and quality control of work being done. 
 
Represent the compost program as a member of the district’s safety committee while maintaining and updating ODF’s 
safety systems. Responsible for training all new employees about safety procedures and practices aligned with CSWD’s 
safety program.  
 
Operates skid steer or telehandler, and other light equipment, windrow turning equipment, haul truck, or vacuum/pump 
truck as needed to continue operations during absences of normal equipment operator staff.   
 
Has access to a wide variety of confidential information including GMC’s compost recipe, personnel records, bid 
proposals, and negotiating positions.  
 
Performs all other work as assigned. 
 
ESSENTIAL DUTIES: 
 
Ability to coordinate, schedule, and communicate to ensure smooth daily operations.  
 
Excellent organization, administrative, and communication skills. 



 

 

 
Ability to understand and effectively follow all permits, rules, and regulations concerning composting operation. 
 
Adheres to District safety programs and policies. 
 
Ability to maintain and update safety systems according to specific protocols including spill kits and PPE. 
 
Ability and aptitude for adapting to special projects including: creative thinking, research, anticipating problems, potential 
solutions, end-to-end process analysis. 
 
Ability to operate a personal computer, including word-processing, spreadsheets, accounting software, desktop 
publishing, point of sales software, and scale management software. 
 
Ability to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude. 
 
Understands that errors could affect public perception of the District; and result in monetary loss to the District; confusion 
and delay; and a decreased level of services. Errors could go undetected for a period of time and could impact the compost 
operation.  
 
WORKING CONDITIONS: 
 
Work is performed both indoors and outdoors in all weather conditions. 
 
Somewhat undesirable working conditions with frequent exposure to unpleasant elements.  Duties present frequent risk of 
minor injuries. 
 
Frequent use of manual skills including work on the computer and the ability to operate heavy equipment as needed.  
 
Frequent moderate physical effort in carrying, lifting, digging, and moving materials.  
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
 
Knowledge of the principles and practices of waste management, natural resources management or related field. 
 
Knowledge of composting, farming, or related agricultural field helpful. 
 
Knowledge of CSWD policies and procedures and the ability to adhere to them. 
 
Knowledge of and familiarity with federal, state, and local permits, rules, regulations, safety procedures and codes as they 
pertain to facility operations.  
 
Proper and valid license for equipment to be operated (driver’s license is adequate). 
 
EDUCATION AND EXPERIENCE: 
 
Bachelor’s Degree in related field; two years’ experience in small business, governments, or non-profits or any equivalent 
combination of education and experience. 
 
Compost Operator Training helpful.  
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DIRECTOR OF GREEN MOUNTAIN COMPOST  
 
 
Department:  Facilities   Location: GREEEN MOUNTAIN COMPOST 
Grade/Classification: 17/Exempt   Date:   7.2019 
 
DEFINITION: 
 
Administrative, supervisory, and professional work in directing the operations of the Compost Program.  
 
DISTINGUISHING CHARACTERISTICS: 
 
Responsible for the effective operation of the Compost Program including budget creation, monitoring and adherence to 
compost regulations, safety and permits. Responsible for overall program to establish and follow industry standards of 
practice. 
 
Performs highly responsible duties requiring the exercise of considerable independent judgment in planning, organizing, 
and evaluating employee’s work. 
 
SUPERVISORY CHARACTERISTICS: 
 
Works under the administrative direction of the Director of Operations. 
 
Supervises 6 full-time employees and seasonal employees as needed 
 
EXAMPLES OF WORK PERFORMED: 
 
Prepares and oversees annual budgets. 
 
Plans and directs the work of the Compost Program. Supervises all work necessary to operate the Compost Program 
which processes food residuals and yard waste into soil amendments available to a wholesale and/or retail market. 
 
Supervises all full-time and part-time compost staff.   
 
Prepares materials, researches issues, presents proposals, and makes recommendations to the Executive Director, 
Executive Board and the Board of Commissioners.  Prepares reports as necessary.   Appears before the Board of 
Commissioners and Executive Board on a regular basis and as required.  
 
Mix of office and on-site field work. 
 
Interprets, evaluates, develops and advises on compost operations and strategic plans regarding organics materials 
management. 
 
Keeps apprised of new compost research and practices. Examines strategies utilized in other programs. Evaluates 
operations and alternatives. 
 
Collects, compiles, and analyzes data on the compost program. Evaluates and tracks compost tonnages and trends to 
make strategic decisions 
 
Provides technical assistance to other departments as needed.   
 
Responsible for recruiting, interviewing, and hiring new employees within department. 
 
Occasional operation of and occasional repair of heavy equipment including bucket loaders, excavators, dump trucks, 
screeners, mixers, and skid steers. 
 
Participates in the planning and design of the future organics program and recommends improvements to existing 
facilities. 
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Ensures sufficient, high-quality feedstocks to meet market demand for finished product. 
 
Coordinates with state regulators to demonstrate and train best practices towards the goal of achieving statewide 
diversion goals. 
 
Develops plan for steady, long-term growth of business and maintenance of sales to meet budgeted revenue projections.  
 
Recommends and implements changes and improvements to operations. 
 
Analyzes performance of supervised programs on a periodic basis and develops reports documenting performance. 
 
Oversees record keeping system for collection of all categories of materials.  Sends copies of such reports to all 
necessary agencies and regulators. 
 
Makes frequent contact with various vendors, businesses, customers, and the general public, requiring courtesy and tact. 
 
Has access to a wide variety of confidential information including GMC’s compost recipe, personnel records, bid 
proposals, and negotiating positions 
 
Makes decisions on acceptability of various items brought to the facilities.  Ensures management of all collected materials 
so as not to cause environmental problems or present a safety hazard. 
 
On-call contact during facility hours and first contact for facility emergency alarm systems. 
 
Oversees all equipment maintenance. 
 
Prepares and oversees the annual budget. 
 
Participates in training courses for fulfillment of all program, permit and certification requirements. 
 
Must adhere to District safety programs and policies. 
 
Errors could severely impact the operation of a department and could have significant legal or financial repercussions for 
CSWD. 
 
Performs all other related work as assigned. 
 
ESSENTIAL DUTIES: 
 
Ability to effectively and responsibly manage the Compost program within a specified budget. 
 
Ability to prepare annual budget for appropriate department and other reports as necessary. 
 
Ability to operate a personal computer, including word-processing, spreadsheet, accounting, and database 
software. 
 
Ability to independently evaluate problems, research potential solutions, evaluate alternative solutions, recommend and 
implement selected solutions.  
 
Ability to train, motivate, coach and direct the work of employees. 
 
Ability to work independently. 
 
Ability to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude. 
 
WORKING CONDITIONS:  
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Somewhat undesirable working condition with frequent exposure to noise, heat, cold and other elements.  Duties present 
frequent risk of minor injuries.  
 
Ability to work outside in all types of weather conditions. 
 
Frequent use of manual skills including work on the computer and the ability to operate heavy equipment as needed. 
 
Frequent moderate physical effort required. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
 
Working knowledge of compliance with local, state and federal regulations concerning compost operations. 
 
Familiarity with all applicable permits, rules, regulations, safety procedures and codes pertaining to compost and solid 
waste. 
 
Ability to resolve complaints utilizing diplomacy, discretion, persuasiveness, and resourcefulness. 
 
High level of oral and written communication skills 
 
Organizational skills, including the ability to plan and schedule. 
 
Ability to read, interpret and follow technical manuals for procedures and safety. 
 
RECOMMENDED QUALIFICATIONS: 
 
Bachelor’s Degree in related field and five years management experience in solid waste industry or other related field or 
any equivalent combination of education and experience. 
 
 
 


