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	Position title
	Assistant Contract Compliance Officer
	Date
	23/11/2020
	Line Manager title
	 Contract Compliance Officer
	Grade
	12


	Purpose



	The role will be involved with internal and external communications to ensure Quality standards are met within the contract, reporting to the Contract Compliance Oficer. They must have an analytical focus to ensure the relevant data is produced to a good standard. Have a good  understanding of performance and service levels against contract expectations to drive continuous improvements.They will be responsible to investigate and report findings regarding complaints, alleged incidents and accidents.


	Key responsibilities



	To Laise with the Contract Compliance Officer to assist with ensuring operational continuous improvements, behaviour change, and commitment to the contract is achieved.
This role will act as a supporting role to the Contract Compliance Officer  working with SGC officers and local stakeholders to deliver change which dovetails in to key milestones and commitments within the service.  This may include various inititives from either Suez, SGC or Government.
Data collection management and analysis is also a key area of this role  in identifying service trends and developing service improvements plans, training needs and improving local service procedures.    
Review CCTV to assist in resolving all customer issues, alleged incidents, horseplay and inappropriate behaviour and liaiae with the supervisor or liaise with the customer.
Ensure an understanding of Bartec in cab technology to support collection crews through training, Ensure all Interventions are cleared and routed on a weekly basis. Agree with Bartec the dates for the system downloads in line with the contract agreement of three downloads per year and liaise with the supervisors to ensure all route adjestments have been completed to comply with the next routes database download.
Full understanding of South Gloucestershire Council’s Mayrise system used for collection and the generation of complaints through to SUEZ. Ensuring all tickets are closed daily with the relevant comments and reports weekly to ensure all are completed.
Ensure all re-accuring complaints and defaults received from the client are investigated and preventative measure are introduced.




	Key responsibilities [cont’d]



	Collate information on bin store contamination, service level performances and liase with SGC to resolve on going issues.
Assist with collating the monthly KPI data.
Assist we developing a project plan for the following year.





	Skills



	Organisational skills
Knowledge of the South Gloucestershire Area
Computer Literate to include Excel, ability to manage summarise data and information able to identify trends and make recommendations.  
Ability to communicate at all levels with Internal and External customers
Good problem solving skills
Strong presentation skills



	Behaviours



	Passionate about personally understanding the customer and meeting their needs
The ability to communicate at all levels
The drive to make continuous improvements and meet/surpass targets
Recognise and improve problems
Accuracy and excellent eye for detail
Reliable, good time keeping
Works well under pressure


	Knowledge



	Knowledge of the South Gloucestershire Area
Experience of the waste and recycling industry



	Specific candidate requirements



	Works well under pressure and has the ability to think outside of the box with problem solving


	Qualifications



	IOSH (preferred)
Clean driving licence


Please note: The content of this job description reflects the main duties and responsibilities of the job and is not intended to form part of the contract of employment. SUEZ may revise the content of the role and responsibilities at its discretion. 
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