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Director of Public Policy & Communications 
(Directs all aspects of the Outreach & Communications, Special Projects, MRF, Biosolids Programs) 

 
Department:  O&C/MRF/Biosolids  Location: Administrative Office 
Grade/Classification: Grade19/Exempt  Date:  7.2019 
 
DEFINITION:   
Development of plans, policies and coordination of product stewardship and solid waste initiatives for the District by 
providing expertise and leadership at the state level. Acts as legislative liaison and policy analyst for the District.  
 
Administrative, supervisory and professional work in directing all aspects of the operations of the Outreach & 
Communications, Special Projects, Materials Recovery Facility (MRF), and Biosolids program.  
 
DISTINGUISHING CHARACTERISTICS: 
Performs highly responsible duties requiring the exercise of considerable independent judgment in planning and 
developing solid waste policies as well as oversight of the Outreach & Communications, Special Projects, MRF facility  
and the Biosolids programs.     
 
Management of the O&C, Special Projects, MRF and Biosolids Programs including oversight of the budgets, contracts 
and monitoring and adherence to related environmental regulations.  
 
Provides a leadership role and expertise in solid waste policies for the District requiring considerable judgment and 
strategic planning in developing and implementing legislation, promoting the interests of the District, and meeting and 
negotiating with stakeholders and legislators.  Provides technical and financial information to policy makers and testifies 
on legislation.  Provides guidance and works with regulators and contractors to ensure that the implementation of 
programs created by solid waste legislation and other policies meets the intended objectives and is in the best interest of 
the District and its mission.  May coordinate state-wide product stewardship policy initiatives, which will protect and 
promote the District’s interest.  Participates in national dialogues, conferences and research related to product 
stewardship and other solid waste policy. 
 
Has access to confidential information included in Solid Waste Management Ordinance compliance records, solid waste 
hauler data, waste generator data, personnel records, and bid proposals. 
 
SUPERVISORY CHARACTERISTICS: 
Works under the administrative direction of the Executive Director. 
 
Directly supervisors 3 employees, including 2 directors, 1 manager, and provides oversight for up to  six additional staff.  
Supervises the equivalent of 5 full-time and 2 part-time employees. 
 
EXAMPLES OF WORK PERFORMED:  
 
Provides institutional knowledge and support to the Director of Compliance regarding the Hazardous Waste and Paint 
Programs.  
 
 
Manages Solid Waste Policy Initiatives including: 

Provides vision and strategic planning guidance on legislative and other internal and external policy 
initiatives. 
 

- Confers with other program managers for technical information and to formulate and suggest policy positions. 
 

- Confers with solid waste planning entities, State agencies, legislators, businesses, corporate representatives and 
other organizations in a collaborative manner to draft or participate in State-wide legislative or other policy initiatives 
related to solid waste to accomplish the district’s mission and legislative priorities. 

 
- Provides policy recommendations to the Executive Director and Board of Commissioners 
- Responds to legislation and other policies that will negatively impact the district. 
- Develops, reviews, analyzes, implements, monitors and reports on legislative initiatives which affect the district.  
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- Builds relationships with federal, state and local authorities, regulatory agency heads and key policymakers to 
promote the district’s interests. 

- Writes and provides testimony and talking points for legislation and policy positions. 
- Advises and oversees product stewardship program implementation for the district. 
- Coordinates meetings with other solid waste districts to plan and strategize on product stewardship initiatives. 
 
Manages the oversight of the Materials Recovery Facility including:  
- Oversees all aspects of the MRF program including involvement of the budget creation, monitoring, and adherence to 

the contract, including verifying databases to ensure compliance with regulatory conditions and financial obligations. 
 
Manages the oversight of the Biosolids Program including: 
- Oversees all aspects of the District Biosolids Program including budget creation, ensuring adherence to contracts, 

sludge quality. 
- Oversees and evaluates the methods on biosolids management alternatives.  
- Evaluates the long-term alternatives for beneficial utilization of the waste water sludge generated in Chittenden 

County. 
Manages the oversight of the Outreach and Communications Department and Special Projects Department 
Oversees all aspects of the Outreach and Communications Department and Special Projects Department including 
planning, budgeting and providing direction based on the Districts’ needs.  

 
Must adhere to District safety programs and policies. 
 
Represents CSWD in the legislature, State Agencies, boards, councils, subcommittees, and any other organization as 
related to position or when delegated by the Executive Director.  
 
Errors or omissions in policy formulation and analyses could result in higher costs and damage to the district’s image and 
public trust, errors could result in project delays; large fines and potential danger to human health and the environment. 
 
Performs all other work as assigned. 
 
ESSENTIAL DUTIES: 
 
Ability to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude. Must be willing to work 
outside normal business hours. 
 
Ability to act on behalf of the district on policy directives and other legislative matters. 
 
Ability to effectively and responsibly manage the,O&C, Special Projects, MRF, and Biosolids Programs.  
 
Ability to operate a personal computer, including word-processing, spreadsheets, and accounting software. 
 
Ability to supervise, train and instruct employees. 
 
Ability to work independently.  
 
Ability to work with a wide range of stakeholders, including elected and appointed public officials, manufacturers’ 
representatives and non-profit organizations. 
 
Ability to provide vision and strategic planning direction on policy related initiatives across all District programs and goals.  
 
Ability to understand and interpret regulations. 
 
 
Ability to collaborate and influence people and build alliances through verbal and written communication skills. 
 
WORKING CONDITIONS: 
Good working conditions with occasional exposure to unpleasant elements and occasional performance of duties out-of-
doors with exposure to weather elements. 
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Duties require occasional light to moderate physical effort with occasional moderate effort in lifting or moving bulky items.  
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
Working knowledge of the legislative process, ability to interpret statutes and regulations and communicate their impacts 
to varied audiences. 
 
Ability to build and lead interdisciplinary collaborations and coalitions towards public policy development and program 
implementation.  
 
Ability to work with senior managers and elected officials across multiple organizations, and successfully engage 
stakeholders 
 
Ability to quickly analyze complex and potentially politically sensitive issues and develop collaborative solutions. 
 
Ability to work both independently and as part of a team and to build and maintain internal and external partnerships. 
 
Strong negotiation, communication, presentation, and interpersonal skills. 
 
Working knowledge of solid waste management. 
 
Ability to evaluate and communicate problems and policy concepts and consequences to department heads and facility 
managers. 
 
Ability to develop effective working relationships with local, state and federal officials and outside consultants. 
 
RECOMMENDED QUALIFICATIONS: 
Bachelor’s degree in related field with minimum five years experience in solid waste management, including facilities 
management and public policy, or any equivalent combination of education and experience. 
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DIRECTOR OF SPECIAL PROJECTS 
 
 

Department: Special Projects    Location: Administrative Office 
Grade:  15      Date:    7. 2019 
 
DEFINITION:  
 
Administrative and professional work in research, development, implementation, promotion, evaluation, and maintenance of 
materials management and education programs. 
 
DISTINGUISHING CHARACTERISTICS: 
 
Plans and directs Special Projects programs. 
 
Performs duties requiring the exercise of considerable judgment in developing and implementing waste reduction programs 
for CSWD residents, institutions, and businesses; and planning, organizing, and evaluating the work of consultants and other 
contracted services. 
 
Has access to confidential information included in solid waste hauler data, waste generator data, bid proposals, and surveys. 
 
SUPERVISORY CHARACTERISTICS: 
 
Works under the administrative direction of the Director of Public Policy & Diversion Facilities. 
 
Negotiates and manages contracts with consultants, grantees, vendors, and contractors. 
 
EXAMPLES OF WORK PERFORMED: 
 
Interprets, evaluates, develops, and advises on policy options, administrative rules, legislative proposals, and strategic plans 
regarding materials management.  
 
Researches and develops new waste reduction programs. Examines waste reduction strategies utilized in other 
communities. Evaluates alternatives and conducts cost-benefit analyses. Designs and implements pilot and demonstration 
projects. 
 
Collects, compiles, and analyzes data on current and pilot CSWD programs. Produces the annual Diversion Report and other 
statistical reports. Evaluates hauler and facility tonnages and trends.  
 
Compiles and provides diversion and disposal data and other program information for annual Solid Waste Implementation 
Plan report to the State. 
 
Conducts surveys of residents, businesses, haulers, and facility operators as needed. Analyzes and presents survey data. 
 
Investigates markets for recyclable and reusable materials. Creates partnerships with businesses and nonprofit organizations 
to increase diversion of materials and to develop recycling and reuse markets. 
 
[NP1]Designs and manages incentive grant programs for haulers and businesses. 
 
Prepares and oversees annual budget. 
 
Represents CSWD on local, state, and regional committees. 
 
Prepares materials, researches issues, drafts policies, presents proposals, and makes recommendations to the Executive 
Director, Board committees, Executive Board, and the Board of Commissioners. 
 
Provides technical assistance to businesses and institutions on solid waste management. 
 
Consults with legal counsel to minimize District liability and ensure that contracts and policy recommendations are in 
compliance with the law. 
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Spends significant time negotiating with and/or influencing State and local officials, contractors, commercial haulers, recycling 
processors, solid waste facilities, businesses, and the general public requiring courtesy and tact. 
 
Must adhere to District safety programs and policies. 
 
Errors could result in monetary loss to the District, confusion, project delay, adverse public relations, legal repercussions, and 
a decreased level of services. 
 
Performs all other related work as assigned. 
 
ESSENTIAL DUTIES: 
 
Ability to conduct research, evaluate alternatives, and prepare recommendations. 
 
Ability to develop budgets and write grant applications, requests for proposals, contracts, project reports, and 
other documents as required.  
 
Ability to manage grants and contracts. 
 
Ability to operate a personal computer, including word-processing, spreadsheet, accounting, presentation, and 
database software. 
 
Ability to work independently. 
 
Ability to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude. 
 
WORKING CONDITIONS: 
 
Good working conditions with occasional exposure to unpleasant elements and working with solid waste. 
 
Duties require occasional light to moderate physical effort. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
Knowledge of the principles and practices of solid waste management.  
 
Knowledge of the latest materials, methods, and technologies related to solid waste management.  
 
Familiarity with local, regional, state, and federal regulations pertaining to solid and hazardous waste. 
 
Familiarity with basic statistics and survey methodologies. 
 
Ability to analyze alternatives and system costs and benefits. 
 
Ability to develop and maintain effective working relationships with local and state officials; solid waste haulers 
and facility operators; businesses, institutions, and nonprofit organizations; other solid waste districts; and 
contractors and consultants.  
 
Ability to resolve complaints utilizing diplomacy, discretion, persuasiveness, and resourcefulness. 
 
High level of both oral and written communication skills. 
 
Proficiency in word processing, spreadsheet, database, accounting, and presentation software. 
 
RECOMMENDED QUALIFICATIONS: 
Bachelor's degree in related field; four years of related professional experience; or any equivalent combination 
of education and experience. 



 
 

COMMUNITY ENGAGEMENT & OUTREACH MANAGER   
  

Department: Community Engagement & Outreach   Location:  Administrative Office  
Grade:  15       Date: 7/2021  
  
DEFINITION:   
 The Community Engagement and Outreach Manager will lead the planning and execution of engagement, and 
outreach activities with CSWD constituents including residents, businesses, and institutions. This manager is 
responsible for broadening our community’s awareness and support and effectively engaging our 
constituents in areas that advance CSWD’s initiatives and mission.  This position will include administrative, 
supervisory, and professional work in communications, research, development, implementation, promotion, 
evaluation, and maintenance of waste reduction programs.  
  
DISTINGUISHING CHARACTERISTICS:  
Collaboratively develops and implements a comprehensive strategic plan to grow and deepen CSWD’s 
relationships with all stakeholders to support our projects, initiatives, and overall mission.   
  
Leads efforts to develop or expand community engagement and outreach programs.   
  
Effective oral and written communication skills for various audiences, strong interpersonal skills, and a track 
record of building effective relationships with people from diverse backgrounds.   
  
Manages the Community Engagement & Outreach Program and staff.  
  
Performs duties requiring the exercise of considerable judgment in developing and implementing community 
engagement and outreach tactics to influence CSWD residents, institutions, and businesses; planning, 
organizing, and evaluating the work of consultants and other contracted services; and directing employees.  
  
Makes frequent contact with haulers, businesses, institutions, organizations, and the public and works on 
problems that require a sophisticated degree of judgment, initiative, courtesy, and tact.  
  
Has access to confidential information included in Solid Waste Management Ordinance compliance records, solid 
waste hauler data, waste generator data, personnel records, bid proposals, and surveys.  
  
SUPERVISORY CHARACTERISTICS:  
 Works under the general management guidance of the Director of Public Policy & Communications.   
  
Supervises three employees, as well as interns and volunteers.  
  
Negotiates and manages contracts with consultants, grantees, vendors, and contractors.  
  
EXAMPLES OF WORK PERFORMED:  
  
Develops and implements a plan to engage with the community on CSWD initiatives for the purpose 
of educating, obtaining support, assessing needs, and gathering feedback and data to help increase waste 
prevention and diversion and to improve CSWD’s programs and efforts.   
  
Works closely with the Communications team to ensure strategic and effective use of communication platforms 
and tools to facilitate constituent engagement with CSWD programs and initiatives.   



   
Performs effective public speaking to small, medium, and large-sized groups.   
  
Establishes and maintains effective working relationships with internal and external stakeholders, such as 
other CSWD departments, partners, the public, local officials, residents, businesses, elected officials, and 
other organizations.   
  
Plans and directs the work of the Community Engagement and Outreach program.   
  
Develops tools to evaluate the effectiveness of outreach programs.  
  
Prepares and oversees annual budget.  
  
Researches and develops new waste reduction programs. Examines waste reduction strategies utilized in 
other communities.   
  
Meets with local leaders to promote engagement with and support of CSWD’s efforts.   
  
Works with compliance staff to assess, initiate, and track compliance investigation, action, and outcomes 
involving violations of the Solid Waste Management Ordinance.  
  
Oversees facility tour policies and safety practices and conducts facility tours as needed.  
  
Staffs the hotline as needed.   
  
Designs and manages incentive grant programs for businesses, institutions, and municipalities.   
  
Represents CSWD on local, state, and regional committees.  
  
Researches and prepares materials, drafts policies, presents proposals, and makes recommendations to 
the Executive Director, Board committees, Executive Board, and the Board of Commissioners.  
  
Assists with, hiring, training, and evaluating Outreach employees.  
  
Spends time communicating, negotiating with and/or influencing the public, contractors, commercial haulers, 
recycling processors, solid waste facilities and businesses requiring courtesy and tact.  
  
Must adhere to District safety programs and policies.  
  
Errors could result in monetary loss to the District, confusion, project delay, adverse public relations, legal 
repercussions, and a decreased level of services.  
  
Performs all other work as assigned.  
  
ESSENTIAL DUTIES:  
Ability to lead and successfully engage others, including strong interpersonal and relationship 
building skills, with the demonstrated ability to engage and influence others.   
  
Ability to manage the Community Engagement and Outreach program effectively and responsibly.  
  
Ability to conduct research, evaluate alternatives, and prepare recommendations.  



  
Ability to develop budgets and write grant applications, requests for proposals, contracts, project reports, 
and other documents as required.   
  
Ability to manage grants and contracts.  
  
Ability to operate a personal computer, including word-processing, spreadsheet, 
accounting, presentation, and database software.  
  
Ability to work independently.  
  
Ability to train, motivate, coach, and direct the work of employees.  
   
Ability to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude.  
  
WORKING CONDITIONS:  
 Good working conditions with occasional exposure to unpleasant elements and working with solid 
waste.  
  
Duties require occasional light to moderate physical effort.  
  
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:  
 Ability to manage budgets.   
  
Knowledge of the principles and practices of solid waste management.   
  
Familiarity with local, regional, state, and federal regulations pertaining to solid and hazardous waste.  
  
Ability to develop and maintain effective working relationships with local and state officials; solid 
waste haulers and facility operators; businesses, institutions, and nonprofit organizations; other 
solid waste districts; and contractors and consultants.   
  
Ability to resolve complaints utilizing diplomacy, discretion, persuasiveness, and resourcefulness.  
  
High level of both oral and written communication skills and aptitude at presenting to a wide 
range of audiences.  
  
Proficiency in word processing, spreadsheet, database, accounting, and presentation software.  
  
Proficiency in social media and other digital engagement tools and platforms.   
  
Valid driver’s license and access to vehicle.  
  
RECOMMENDED QUALIFICATIONS:  
Bachelor's degree in related field; Three to five years of community outreach 
and engagement related professional experience; or any equivalent combination of education and 
experience; solid waste experience preferred.  
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SCHOOL & YOUTH OUTREACH COORDINATOR 
 

Department:   Waste Reduction   Location: Field/Administrative Office 
Grade/Classification: Grade 9/Non-exempt   Date:   7/2019 
 
 
DEFINITION: 
 
Increases diversion of materials from disposal by developing, implementing, and maintaining waste reduction programs. 
 
DISTINGUISHING CHARACTERISTICS: 
 
Performs responsible duties utilizing independent judgment in the planning and implementation of programs to increase 
waste diversion in CSWD. 
 
Makes frequent contact with haulers, businesses, institutions, organizations, and the general public and works on 
problems that require a sophisticated degree of judgment, initiative, courtesy, and tact. 
 
Has regular access to confidential information on businesses, institutions, residents, and haulers relating to violations of 
the Solid Waste Management Ordinance while providing non-regulatory technical assistance. 
 
Part of work is in the field at schools, solid waste facilities, and community events.  The remainder of work is undertaken 
at the Administrative Office. 
 
SUPERVISORY RELATIONSHIPS: 
 
Works under the general management guidance of the Director of Outreach and Communications. 
 
Supervises interns and volunteers as required and when available. 
 
EXAMPLES OF WORK PERFORMED: 
 
Plans, implements, and promotes specific waste reduction programs and assists with the planning, implementation, and 
promotion of other waste reduction programs. 
 
Manages the School Outreach Program. 
 
Conducts in-class presentations, waste assessments at schools, and facility tours. 
 
Assists K-12 teachers with curriculum development. 
 
Works with school districts to develop sustainability policies that encourage wise use of resources. 
 
Maintains office vermicomposting bin. 
 
Provides technical assistance on waste management, including organics collection, to schools, school districts, and other 
organizations. 
 
Makes educational presentations to groups to develop their commitment to waste reduction. 
 
Coordinates school assembly programs and the Creative ReUse Showcase. 
 
Provides information to businesses, institutions, and residents on solid waste management options in person, over the phone, 
via e-mail, or mail. 
 
Produces educational materials. 
 
Maintains data on outreach programs and events. 
 
Assists with the preparation and staffing of booths at special events. 
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Partners with the Enforcement Coordinator to address school violations of the Solid Waste Management Ordinance. 
 
Prepares reports as necessary; appears before the Board of Commissioners and committees as required. 
 
Researches and develops waste reduction strategies. 
 
Represents CSWD on local and state committees and to other organizations. 
 
Adheres to District safety programs and policies. 
 
Errors could result in monetary loss to the District, confusion and delay, adverse public relations, a decreased level of 
services, or legal repercussions. 
 
Performs all other work as assigned. 
 
ESSENTIAL DUTIES: 
 
Ability to develop and maintain effective working relationships with local and regional officials, solid waste haulers, 
businesses, institutions, organizations, teachers, schoolchildren, and parents of schoolchildren. 
 
Ability to inform and negotiate with haulers, businesses, institutions, and the general public in order to influence behavior. 
 
Ability to develop and present education programs to school groups. 
 
Ability to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude. 
 
Ability to work independently and be self-managing. 
 
WORKING CONDITIONS: 
 
Good working conditions with occasional exposure to unpleasant elements and working with solid waste. 
 
Duties require occasional light to moderate physical effort. 
 
REQUIRED KNOWLEDGE SKILLS AND ABILITIES: 
 
Written and verbal communication skills. 
 
Planning and organizational skills. 
 
Ability to work with a wide range of age groups and personalities. 
 
Experience working as an educator. 
 
Proficiency in word processing, spreadsheet, and presentation software programs. 
 
Ability to maintain confidentiality of records and information. 
 
Knowledge of solid waste issues and industry. 
 
Familiarity with local, regional, and state regulations pertaining to solid and hazardous waste. 
 
Valid driver’s license and access to vehicle for field work. 
 
RECOMMENDED QUALIFICATIONS:  
 
Bachelor’s Degree and two years of related experience or any equivalent combination of education and experience. 
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BUSINESS OUTREACH COORDINATOR 
 

Department:  Outreach & Communications Location: Field/Administrative Office 
Grade:   9     Date:  5/2017  
 
 
DEFINITION: 
 
Increases diversion of materials from disposal by developing, implementing, evaluating, and maintaining waste reduction 
programs. 
 
DISTINGUISHING CHARACTERISTICS: 
 
Performs responsible duties utilizing independent judgment in the planning and implementation of programs to increase 
waste diversion in CSWD. 
 
Makes frequent contact with haulers, businesses, institutions, organizations, and the general public and works on 
problems that require a sophisticated degree of judgment, initiative, courtesy, and tact. 
 
Has regular access to information on businesses, institutions, organizations, and the general public relating to violations of 
the Solid Waste Management Ordinance while providing non-regulatory technical assistance. Has access to confidential 
information included in Solid Waste Management Ordinance compliance records, solid waste hauler data, and waste 
generator data. 
 
Part of work is in the field at businesses, institutions, solid waste facilities, and community events. The remainder of work 
is undertaken at the Administrative Office. 
 
SUPERVISORY CHARACTERISTICS: 
 
Works under the general management guidance of the Director of Outreach and Communications.  
 
Negotiates and manages contracts with grantees and vendors. 
 
Supervises interns and volunteers as required and when available. 
 
EXAMPLES OF WORK PERFORMED: 
 
Provides information to businesses, institutions, and residents on solid waste management options in person and via 
CSWD facility tours, phone, e-mail, mail, and social and other media. 
 
Plans, implements, promotes, and evaluates business waste reduction programs and assists with the planning, 
implementation, and promotion of other waste reduction programs. Educates businesses on all relevant Ordinance and 
Act 148 requirements. 
 
Identifies businesses and institutions not currently meeting recycling, organics management or other diversion 
requirements, and those with programs needing improvement. Assistance may include presentations, waste 
assessments, technical assistance, market connections and infrastructure improvements.  
 
Identifies businesses worthy of CSWD recognition for outstanding efforts and assists with designing and implementing 
business recognition efforts. 
 
Monitors exterior recycling and food scrap infrastructure provided by haulers to ensure that service and labeling meet 
business needs and CSWD requirements.  
 
Maintains inventory of deskside recycling bins. 
 
Assists with Event Outreach Program, including planning, promotion, and implementation at events. Assists with 
educating event planners, venue owners, and event vendors on all relevant Ordinance and Act 148 requirements. Assists 
with the preparation and staffing of CSWD booths at special events. 
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Designs and manages incentive grant programs for businesses and institutions. 
 
Maintains data on business outreach programs.  
 
Works with Compliance Department staff to assess, initiate, and track enforcement investigation, action, and outcomes 
involving businesses and institutions in violation of the Solid Waste Management Ordinance. 
 
Represents CSWD on local and state committees and to other organizations. 
 
Prepares reports and other documents as necessary; appears before the Board of Commissioners and committees as 
required. 
 
Adheres to District safety programs and policies. 
 
Errors could result in monetary loss to the District, confusion and delay, adverse public relations, a decreased level of 
services, or legal repercussions. 
 
Performs all other related work as assigned. 
 
ESSENTIAL DUTIES: 
 
Develops and maintains effective working relationships with local, state, and regional officials, other solid waste districts, 
solid waste haulers, businesses, institutions, and organizations. 
 
Informs and negotiates with haulers, businesses, institutions, and the general public in order to influence behavior. 
 
Functions under pressure and meets deadlines while maintaining a cheerful and helpful attitude. 
 
Works independently and is self-managing. 
 
WORKING CONDITIONS: 
 
Good working conditions with occasional exposure to unpleasant elements and working with solid waste. 
 
Duties require occasional light to moderate physical effort. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
 
Resolves complaints utilizing diplomacy, discretion, persuasiveness, and resourcefulness.  Ability to work with a wide 
range of age groups and personalities. 
 
High level of oral and written communication skills and aptitude at presenting to a wide range of audiences. 
 
Planning and organizational skills. 
 
Experience working as an educator.  
 
Proficiency in word processing, spreadsheet, database and presentation software. 
 
Ability to maintain confidentiality of records and information. 
 
Knowledge of solid waste issues and industry. Familiarity with local, regional, and state regulations pertaining to solid and 
hazardous waste. 
 
Valid driver’s license and access to vehicle. 
 
RECOMMENDED QUALIFICATIONS:  
 
Bachelor’s Degree and two years of related experience or any equivalent combination of education and experience. 
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COMMUNITY OUTREACH COORDINATOR 
 

Department:  Waste Reduction   Location: Administrative Office/Field 
Grade:   9     Date:  04/2021 
 
 
DEFINITION: 
 
Provide outreach and education to Chittenden County residents, institutions, businesses, landlords and event 
planners for the purpose of decreasing waste generation and increasing diversion of material from disposal. 
Responsible for planning, developing, implementing, evaluating, promoting, and maintaining waste reduction 
programs. 
 
DISTINGUISHING CHARACTERISTICS: 
 
Performs responsible duties utilizing independent judgment in the planning and implementation of programs to 
increase waste diversion in CSWD. 
 
Makes frequent contact with haulers, businesses, institutions, organizations, and the general public and works on 
problems that require a sophisticated degree of judgment, initiative, courtesy, and tact. 
 
Has regular access to confidential information on businesses, institutions, residents, and haulers relating to 
violations of the Solid Waste Management Ordinance while providing non-regulatory technical assistance. Has 
access to confidential information included in Solid Waste Management Ordinance compliance records, solid waste 
hauler data, and waste generator data. 
 
Part of work is in the field at residential facilities, institutions, solid waste facilities, and community events.  The 
remainder of work is undertaken at the Administrative Office.   
 
 
SUPERVISORY RELATIONSHIPS: 
 
Works under the general management guidance of the Director of Outreach and Communications. 
 
Supervises interns and volunteers as required and when available. 
 
Negotiates and manages contracts with grantees and vendors. 
 
 
EXAMPLES OF WORK PERFORMED: 
 
Provides information to businesses, institutions, landlords, event planners, event vendors, and residents on solid 
waste management options in person and via CSWD facility tours, presentations, and workshops, phone, e-mail, 
mail, and social and other media. 
 
Plans, implements, promotes, and evaluates residential and community waste reduction programs and assists with 
the planning, implementation, and promotion of other waste reduction programs. Educates residents, landlords, 
event organizers, municipalities and community groups on all relevant CSWD Ordinance and solid waste related 
State law requirements. 
 
Identifies residential facilities and complexes and public venues not currently meeting recycling, organics 
management or other diversion requirements, and those with programs needing improvement. Assistance may 
include presentations, waste assessments, technical assistance, and infrastructure improvements.  
 
Identifies members worthy of CSWD recognition for outstanding efforts and assists with designing and 
implementing recognition efforts. 
 
Monitors exterior recycling and food scrap collection infrastructure provided by haulers to ensure that service and 
labeling meet business needs and CSWD requirements.  
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Maintains inventory and coordinates sales or other public provision to the public of backyard composting tools. 
 
Educates event planners, venue owners, and event vendors on all relevant CSWD Ordinance and solid waste 
related State law requirements. Assists with the preparation and staffing of CSWD booths at special events. 
 
Fulfills the relevant requirements of CSWD’s Solid Waste Implementation Plan. 
 
Designs and manages incentive grant programs for member municipalities, public venues, community 
groups and residential facilities and institutions. 
 
Maintains and manages the Special Event Container Loan Program. 
 
Maintains data on outreach programs and events and generates reports from database as needed.  
 
Works with Compliance Department staff to assess, initiate, and track enforcement investigation, action, and 
outcomes involving residents, multi-residential housing facilities, and institutions in violation of the Solid Waste 
Management Ordinance. 
 
Works closely with the Business Outreach Coordinator by planning, implementing, promoting, and providing input 
on business waste reduction programs. 
 
Coordinates Community Cleanup Fund grant reimbursements.  
 
Responsible for CSWD interactions with Green Up Vermont and coordination of Green-Up Day activities including 
agreements with and data collection by private transfer station(s), monitoring disposal that is eligible for fee waivers 
at relevant CSWD facility, and coordinating CSWD Green Up Day data collection and reporting to Green Up VT and 
member Town contacts. 
 
Represents CSWD on local and state committees and to other organizations. 
 
Prepares reports and other documents as necessary; appears before the Board of Commissioners and committees 
as required. 
 
Adheres to District safety programs and policies. 
 
Errors could result in monetary loss to the District, confusion and delay, adverse public relations, a decreased level 
of services, or legal repercussions. 
 
Performs all other related work as assigned. 
 
ESSENTIAL DUTIES: 
 
Develops and maintains effective working relationships with local, state, and regional officials, other solid waste 
districts, solid waste haulers, businesses, institutions, and organizations. 
 
Informs and negotiates with haulers, businesses, institutions, and the general public in order to influence behavior. 
 
Functions under pressure and meets deadlines while maintaining a cheerful and helpful attitude. 
 
Works independently and is self-managing. 
 
WORKING CONDITIONS: 
 
Good working conditions with occasional exposure to unpleasant elements and working with solid 
waste. 
 
Duties require occasional light to moderate physical effort. 
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REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
 
Resolves complaints utilizing diplomacy, discretion, persuasiveness, and resourcefulness.  Ability to work with a 
wide range of age groups and personalities. 
 
High level of oral and written communication skills and aptitude at presenting to a wide range of 
audiences. 
 
Planning and organizational skills. 
 
Experience working as an educator.  
 
Proficiency in word processing, spreadsheet, database and presentation software. 
 
Ability to maintain confidentiality of records and information. 
 
Knowledge of solid waste issues and industry. Familiarity with local, regional, and state regulations pertaining to 
solid and hazardous waste. 
 
Valid driver’s license and access to vehicle. 
 
RECOMMENDED QUALIFICATIONS:  
 
Bachelor’s Degree and two years of related experience or any equivalent combination of education and experience. 
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MARKETING AND COMMUNICATIONS MANAGER 
 
 

Department:  Administration   Location: Administrative Office 
Grade/Classification: 15/Exempt   Date:   12/2018 
 
DEFINITION:  
 
Administrative and professional work to create, manage and oversee implementation of a marketing and communications 
plan that effectively advances the District’s mission and goals. 
 
DISTINGUISHING CHARACTERISTICS: 
 
Develops and oversees implementation of brand standards for the District and its programs. 
 
Oversees promotion of the District’s programs, accomplishments, and point of view. 
 
Serves as the primary contact between the District and local media. Consults with the Director of Outreach & 
Communications and the Executive Director prior to authorizing others to be point person with the media.  
 
Advises CSWD staff and Board members on media related issues. 
 
SUPERVISORY CHARACTERISTICS: 
 
Works under the administrative direction of the Director of Outreach & Communications. 
 
Supervises the Marketing & Communications Specialist. 
 
EXAMPLES OF WORK PERFORMED: 
 
Plans and directs the work of the Communications Division.  
 
Prepares and oversees the Division’s annual budget. 
 
Oversees concept and creation of all tools--brochures, flyers, posters, banners, sandwich boards, informational stickers, and 
signage--used by employees to communicate and advance CSWD’s mission and goals. 
 
Plans and oversees execution of traditional and digital media campaigns as required to communicate and advance CSWD 
programs, facilities, and special events to the general public. 
 
Oversees creation and implementation of marketing campaigns to promote Local Color paint and GMC products.  
 
Measures and evaluates campaigns and prepares reports to determine effectiveness of advertising and promotional 
programs. 
 
Manages contracts with marketing and/or design consultants and vendors. 
 
Promotes CSWD’s positive image towards residents and businesses to encourage participation in programs. 
 
Writes and distributes press releases. 
 
Writes monthly column for local newspapers. 
 
Coordinates all of CSWD Facility appearances at special community events including design and content of display booths. 
 
Represents CSWD at public speaking engagements and develops ancillary materials. 
 
Responds to hotline calls to educate residents and businesses on CSWD programs. 
 
Identifies and recommends changes in CSWD programs and facilities to respond to community needs and perceptions.  
 
Involved in developing and implementing CSWD policies and plans. 
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Prepares reports as necessary; appears before the Board of Commissioners and committees as required.  
 
Makes frequent contacts with local media, advertising contractors, commercial haulers, city and town officials, businesses, 
and the general public requiring courtesy and tact. 
 
Prepares and oversees annual budget for advertising and promotion of all CSWD facilities and programs. 
 
Has regular access to a wide variety of confidential information, including detailed District plans and strategies, partner 
facility developments, and ramifications of hauler activities. 
 
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. Accountable for errors of others and self. 
 
Must adhere to District safety programs and policies. 
 
Performs all other work as assigned. 
 
ESSENTIAL DUTIES: 
Ability to communicate clearly and tactfully with local media, public officials, solid waste haulers, businesses, institutions 
and residents. 
 
Ability to make public speaking presentations. 
 
Ability to write, design and produce printed and digital materials including ads, brochures, and newsletters. 
 
Ability to develop budgets and write press releases, reports, marketing contracts, and other documents as required.  
 
Ability to operate a personal computer, including word-processing, webpage design or HTML programming, spreadsheets, 
accounting software, and desktop publishing. 
 
Ability to work independently. 
  
Ability to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude. 
 
WORKING CONDITIONS: 
Minimal physical effort with occasional moderate physical effort in carrying, lifting, or moving materials. 
 
Usual office working conditions with few distractions and occasional unpleasant elements. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
Knowledge of the principles of marketing, advertising and promotion. 
 
Knowledge of the principles and practices of solid waste recycling and solid waste management.  
 
Ability to develop and maintain effective working relationships with local media, public officials, solid waste haulers, and 
outside contractors. Ability to negotiate in order to influence decisions made. 
 
High level of planning, organizational and oral and written communication skills. . 
 
Creativity and skill in graphic design. 
 
Ability to operate personal computer. High degree of experience with computer software necessary - specific training will be 
provided. 
 

Valid driver’s license and access to vehicle. 

 
Education and Experience 
 
Bachelor's degree in related field; four years’ experience in marketing and communications; basic knowledge of 
progressive waste management principles; or any equivalent combination of education and experience. 
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MARKETING CREATIVE SPECIALIST 

 

Department:  Marketing   Location: Field/Administrative Office 

Grade/Classification: 9/Non-exempt   Date:   2/2020 

DEFINITION: 

Administrative and professional work to create all print and digital graphic design. Assists with implementing CSWD’s 
marketing strategy including assisting with general marketing efforts such as web maintenance, social media posting, and 
events.  

DISTINGUISHING CHARACTERISTICS:  

Expert level skillset in Adobe Creative Suite for print and digital design  

Intermediate to advanced project management skills.  

Intermediate to advanced photographic and video skills for content creation  

Intermediate skillset with social media platforms – Facebook, Instagram, Twitter, Snapchat 

Intermediate to advanced knowledge of WordPress 

Intermediate knowledge of Google Analytics 

Intermediate writing skills – specifically for the web and social media 

Responsible for short-term planning where duties will impact the entire organization.  

Errors could result in monetary loss for the District, confusion, project delay, adverse public relations, and a decreased 
level of service.  

Has access to confidential information including surveys and bid proposals.  

SUPERVISORY RELATIONSHIPS: 

Works under the direction of the Marketing and Communications Manager.  

EXAMPLES OF WORK PERFORMED 

Executes design and updates of print/digital materials, including brochures, flyers, signage, banners, etc. using Adobe 
Creative Suite. 

Works with Marketing and Communications Manager to develop outreach campaigns. Organizes strategy for blog and 
social media posts, and coordinates appropriate written, photo, and/or video content creation with relevant staff and 
community partners. Submits blog posts and related content for review and publishes them upon approval. Reports on 
campaign performance with recommendations for improvement in future campaigns. 

Assists with development of social media strategy and implements targeted campaigns. Includes frequent posts to 
Instagram, Facebook, Twitter, and other social media. Monitors trends in social media tools and applications.  

Writes and edits content on websites. Collaborates on web development projects and upgrades with the Director of 
Information Systems and contracted web developer.  

Supports community outreach efforts (for example, occasionally sets up and staffs display booths at events).  

Maintains current Hotline messages and shares Hotline answering duties. 
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Performs all other related work as assigned, adhering in all tasks to District safety programs and policies. 

Spends time negotiating and influencing the general public requiring courtesy and tact.  

Must adhere to District safety programs and policies. 

Performs all other work as assigned.  

ESSENTIAL DUTIES: 

Travel independently, with full-time access to own vehicle.  

Work independently and meet deadlines while maintaining a cheerful and helpful attitude. 

Communicate clearly, professionally and tactfully with others. 

Write and design printed materials including ads, brochures, and newsletters. 

Proficiency in MS Office and Adobe Creative Suite, Hootsuite, and WordPress.   

Manage and customize WordPress sites and oversee design and development of new functions and theme updates 
under guidance of Director of Information Systems and/or contracted programmers. Work independently and with self-
direction. 

Perform light to moderate physical effort: Occasional lifting; moving and setting up display items; occasionally climbing a 
ladder, exposure to unpleasant conditions during tours, workshops and waste composition studies at District facilities.  

Ability to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude.  

WORKING CONDITIONS: 

Indoor office desk conditions with occasional outdoor and physical work in the District’s solid waste facilities. 

Duties do not present any occupational risk. Minor injures could occur if safety procedures are not followed.  

ADDITIONAL KNOWLEDGE SKILLS AND ABILITIES: 

Excellent written and verbal communication skills. Ability to write clear, engaging, accurate content, light technical writing, 
and to present ideas to attendees at events. 

Ability to fulfill customer service and informational interactions with skilled professionalism.  

Demonstrated ability to fulfill a marketing campaign using a variety of tools and media. 

An ability to work individually on a project and collaborate in a team environment. Must be flexible under rapidly shifting 
circumstances. 

Knowledge of search engine optimization (SEO).  

Good organizational skills; ability to handle multiple projects simultaneously while meeting deadlines. 

Ability to develop and maintain effective working relationships with staff and the general public.  

RECOMMENDED QUALIFICATIONS:  

Bachelor’s Degree and two years of related experience in advertising, online/traditional marketing, sales, and/or public 
relations experience. 

Video production and photography experience a plus.  


