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	Job Title:
	Implementation Support Officer

	
	Service Area:
	Development & Change

	
	Team:
	Development & Change

	
	Salary:
	Band 4 (Subject to job evaluation moderation)



Job Description

Main Purpose of Job:
To provide comprehensive hands-on and administrative support for the successful implementation of the Better Recycling programme across ESSL. Working closely with the Waste and Recycling team, this role will involve a wide range of practical tasks to ensure operational readiness and smooth delivery of the initiative.  
Key Responsibilities:
· Act as a key liaison between Customer Services and Waste teams, ensuring seamless communication, rapid issue resolution, and a customer-first approach throughout programme delivery.
· Provide proactive coordination and support to the Better Recycling project team, driving effective planning, monitoring, and collaboration across operational, training, and resource functions to achieve timely outcomes.
· Provide system guidance (e.g. Bartec) to staff, including troubleshooting basic issues and escalating complex queries where necessary.
· Plan and organise training sessions and Toolbox Talks, ensuring materials, venues, and attendance are managed effectively to support operational readiness.
· Assist with onboarding activities for new drivers and teams, including coordinating induction schedules, preparing documentation, and ensuring compliance with company standards.
· Manage procurement and distribution of PPE and essential resources, maintaining accurate stock records and liaising with suppliers to meet operational needs.
· Organise and oversee logistics for meetings, workshops, and external engagements, ensuring smooth coordination of venues, travel, and equipment requirements.
· Maintain accurate records and documentation for Better Recycling activities.
· Prepare reports, presentations, and dashboards for managers and stakeholders.
· Undertake a range of practical and administrative tasks to support programme delivery.
· Ensure compliance with governance, data protection, and health & safety requirements.
· Promote ESSL values and behaviours in all aspects of work.
Line Manager: TBC
Responsible for:  n/a

Note:	This is a description of the job as it is constituted at (January 2026) but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time. It is the practice of the Company to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary. It is the Company’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Company reserves the right to insist on changes to the Job Description after consultation with the postholder.

Person Specification
	
	Essential
	Desirable

	Knowledge and Experience
	· Experience in administrative or support roles within a service environment. 
· Experience of multitasking and working to deadlines whilst under pressure and prioritising a varied workload.  
· Ability to use IT systems for data entry, reporting, and document management. 
· Understanding of record-keeping and compliance requirements. 
· An understanding of GDPR.
	· Experience supporting change or project delivery.
· Familiarity with operational platforms (e.g., Bartec).
· Familiarity with training coordination processes. 
· Experience/understanding of services provided by the company. 

	Skills and Abilities:

	· Excellent organisational skills to manage multiple priorities. 
· Strong interpersonal and communication skills. 
· Ability to adapt quickly and switch between varied tasks. 
· Problem-solving and initiative in a fast-paced environment.
· Ability to work collaboratively across the whole business.
· Ability to manage changing and sometimes conflicting priorities. 
· Prominent level of attention to detail. 
· Ability to and committed to working as part of the team. 
· Ability to always observe strict confidentiality in accordance with data protection guidelines.  
· Ability to use own initiative. 
· Numeracy – able to record numerical data and perform basic arithmetical functions.  
· Ability to and committed to working as part of the team.
· Ability to compile and analyse statistical information.
	· Ability to troubleshoot basic system issues and provide user guidance.
· Experience in supporting training delivery and coordinating logistics. 
· Ability to produce clear reports and presentations for stakeholders.

	Education and Training
	· 5 GCSEs including English and Mathematics (or equivalent). 
· NVQ Level 3 or equivalent experience.
	· Qualification in business administration or project support.

	Other Requirements
	· Ability to travel to attend business meetings at other offices/locations within the district on a regular basis. 
· Necessary to work within data protection and confidentiality requirements.
· A commitment to own development and to supporting training and development initiatives.
· Flexible and willing to work outside of normal working hours.
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