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                                                     JOB ANNOUNCEMENT       
 

Recycling & Household Hazardous Waste Program Manager 

The West Contra Costa Integrated Waste Management Authority (“RecycleMore”) is recruiting 
for its Recycling and Household Hazardous Waste (HHW) Program Manager position. This 
job reports directly to the Executive Director and supervises a Coordinator. The position is 
responsible for the Authority’s compliance duties on behalf of its five member agencies (the 
cities of Richmond, Hercules, Pinole, San Pablo, and El Cerrito), and for the region’s many 
source-reduction and HHW programs. A solid understanding of integrated solid waste 
management systems and applicable CalRecycle laws and mandates (SB 1383, AB 1826, AB 
341, and AB 939, for example) is required, as well as the ability to handle multiple tasks and 
interact with numerous stakeholders. 

RecycleMore is a local government public agency officially known as the West Contra Costa 
Integrated Waste Management Authority. The Authority is a joint powers agency created by 
the member agencies which includes the cities of El Cerrito, Hercules, Pinole, Richmond, San 
Pablo, and unincorporated Contra Costa County cities (i.e., El Sobrante, North Richmond, 
Tara Hills, Rollingwood, East Richmond Heights, Bayview, Montalvin Manor). The region 
consists of the approximately 74 square miles located within the boundaries of these 
agencies, known as the jurisdiction.   

Within the jurisdiction, the Authority provides waste processing management services of the 
franchised waste stream which includes the landfill, recyclables, composting, and Household 
Hazardous Waste (HHW).  

The Authority is also charged with implementing and making sure the region is in compliance 
with California State Laws such as AB 939, AB 1826, and SB 1383, which mandate reducing 
the amount of waste materials going to landfill. 

Mission 
The mission of the Authority is to provide cost effective compliance with the California 
Department of Recycling, Resources, and Recovery (“CalRecycle”), and with relevant laws for 
the member agency cities in the Authority’s jurisdiction. 
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Submit With Your Application 

Please provide answers to the following questions with your application. Each answer 
should be about a half-page in length. 

1. Describe your experience with CalRecycle or other regulatory agencies. 
2. Describe your experience working in or with integrated solid waste companies such 

as Waste Management, Republic, Recology, etc. 
3. Describe your experience working in or with cities and/or counties to implement 

recycling, organics and/or HHW programs. 

Job Description 

MANAGER, RECYCLING & HHW PROGRAMS 

DEFINITION 

To plan, organize, supervise, and coordinate the work of assigned staff and consultants 
working on multiple solid waste, recycling. and household hazardous waste programs; to 
ensure compliance with the requirements of the California Public Resources Code and 
regulations issued by the California Department of Resources Recycling and Recovery 
(CalRecycle); to represent the Authority and its programs to various public and private 
citizen groups, agencies and regulatory agencies. 

DISTINGUISHING CHARACTERISTICS 

This is management classification responsible for providing specialized expertise and 
advanced knowledge in the areas of recycling and household hazardous waste 
management, and related environmental protection issues. Incumbents are required to 
perform assignments independently drawing upon technical knowledge and expertise of 
the solid waste management field. 

SUPERVISION RECEIVED AND EXERCISED 

Receives direction from the Executive Director. 

Exercises direct supervision over assigned staff. 

EXAMPLES OF ESSENTIAL DUTIES 

Administer and ensure compliance with the requirements of the California Public 
Resources Code and regulations issued by CalRecycle involving solid waste reduction, 
household hazardous waste and related environmental protection programs. 

Administer and co-ordinate recycling, source reduction and household hazardous waste 
activities identified in approved plans for implementation by member agencies, franchised 
solid waste collectors, generators, and recyclers. 
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Provide technical assistance to member agencies, solid waste generators, collectors, and 
recyclers to reduce the amount and of landfill waste and provide for the development and 
monitoring of markets for materials recovered from the solid waste generated within the 
boundaries of the Authority. 

Analyze and compare alternative source reduction, recycling, and composting programs to 
reduce the amount of waste landfilled. 

Analyze and compare alternative programs for safe collection, treatment, recycling, and 
disposal of household hazardous waste. 

Develop and recommend for implementation solid waste reduction and recycling 
programs. 

Prepare responses to correspondence for appropriate signature and prepare reports to 
the Authority Board of Directors, member agencies and the public. 

Evaluate and provide comments and recommendations on legislative and regulatory 
proposals at the state, local or federal level. 

Prepare and administer requests for proposals for professional and other services 
necessary to implement Authority programs and related activities. 

Research opportunities for grant funding and other funding assistance, prepare 
applications for grants and other funding assistance; research, gather and develop annual 
program budgets. 

TYPICAL PHYSICAL REQUIREMENTS 

Frequently stand and walk; sit for extended periods; normal manual dexterity and eye-
hand coordination; corrected hearing and vision to normal range; verbal communication; 
use of office equipment including computers, telephones, calculators, copies, and FAX. 

TYPICAL WORKING CONDITIONS 

Normally work is performed in an office environment; some exposure to outside 
conditions; constant contact with staff and the general public. 

Minimum Qualifications 

Knowledge of: 

State and federal laws and regulations governing solid waste activities; solid waste industry 
practices; development, operations and management of source reduction, recycling, 
composting, household hazardous waste programs. 
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State reporting processes for recycling and HHW; knowledge of associated recycling and 
HHW legislation and mandated reporting. 

Preparation and administration of requests for proposals and grant application; grant, 
contract administration and management of budget and fiscal controls. 

Theory and principles of supervision and human resource management. 

Ability to: 

Develop, implement, and monitor progress of source reduction, recycling, household 
hazardous waste and composting programs, long range program goals. 

Analyze various situations and take appropriate course of action; analyze budget and 
technical reports; interpret state, federal and local laws, rules and regulations associated 
with environmental protection programs. 

Research data, meet deadlines, apply sound logic and judgment in problem solving. 

Communicate effectively, tactfully, and persuasively orally and in writing. 

Supervise, train, and evaluate performance of assigned staff, volunteers, and 
consultants/contractors. 

Establish and maintain effective working relationships with those contacted during the 
course of performing duties. 

EDUCATION AND EXPERIENCE 

Any combination of education and experience that would likely provide the required 
knowledge and abilities would be qualifying. A typical way to obtain the knowledge and 
abilities would be: 

Experience 

Four (4) years of increasingly responsible experience in the planning, delivery, operation of 
source reduction and recycling services with at least one year of successfully managing and 
operating related programs. 

Education 

Education equivalent to a Bachelor's Degree in Environmental Science, Planning, Public 

Administration or closely related field. 

License 

Possession of an appropriate valid California Driver' License. 


