ANGUS COUNCIL 

JOB OUTLINE

Job Title:
Transport and Technical Assistant  
Service:
Vibrant Communities & Sustainable Growth  
Grade:
LG5  
Responsible to:
Transport and Technical Co-ordinator                     


 
Outline of Duties
1. Carry out health and safety audits, inspections and risk assessments and make recommendations as required.

2. Advise managers and employees in respect of health and safety related matters to assist them to comply with statutory and non-statutory obligations and council policies and procedures.

3. Accurately maintain and review all health and safety documentation such as risk assessments, procedures, driver licence checks and COSHH files.

4. Monitor all operational activities for trends and carry out spot checks, making appropriate recommendations for improvement.
5. Carry out surveys and gather specific information, as required.
6. Operate the specialist route planning software for waste collections/ street cleansing, maintaining the databases and using the system to produce route schedules, maps and reports as required.
7. Provide regular feedback to management and prepare reports for management e.g. modelling new waste service collections, route optimisation models, driver performance, improvement projects etc.

8. Analyse and provide management reports from the vehicle telematics system on both vehicle utilisation, route optimisation and driver performance.

9. Undertake data capture analysis and reporting e.g. GPS (Global Positioning System), vehicle telematics, on-board vehicle cameras etc.
10. Liaise with and support service users and representatives, including operational liaison with depot staff, drivers and managers as to route suitability.
11. Maintain systems for accurately recording, organising, manipulating and reporting on collected waste management data.
12. Liaise with corporate IT service colleagues and external software suppliers.
	


13. General office duties including manual filing and printing and using computer for data entry and updating spread sheets

14. To comply with all data protection law in the processing of personal, and special    categories of personal data, in line with the council’s full privacy statement and service privacy notices.                                                                                                                                      
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