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Job Profile
Operations Manager
	JOB INFORMATION SUMMARY

	JOB TITLE:  
	Operations Manager

	REPORTS TO:
	Regional Manager

	JOB GRADE:
	T14/D1

	OCCUPATIONAL LEVEL
	Management 

	FUNCTIONAL AREA: 
	Operations

	COMPANY: 
	PIKITUP SOC (Ltd)

	LOCATION
	Depots


	ROLE PURPOSE

	The purpose of the position is to support Regional Managers to manage overall operations for the depot including customer liaison, effective management of labour, financial management, productivity, quality control and safety measures.


	ROLE REQUIREMENT

	Essence of the role/Key
Accountabilities 
	Key Activities / Decision Areas

	· Assist RM in the formulation and implementation of Depot strategies and policies
· Management and Control of Depot Operations

	· Assist the RM to formulate the depot strategy by familiarising himself/herself with the vision and mission of Pikitup. Align all such strategies with the vision and mission.
· Assist the RM to formulate the depot strategies, policies and actions, on annual basis within the limits of the budget and according to the needs of the council, community and the consumers;
· Assist the RM to manage the effective implementation of specific depot strategy and policies and informing depot of what the strategy and policies are, and how they must be carried out and then making regular checks and getting regular feedback to ensure that this has been done. 
· Assist the RM in ensuring compliance with policies and disciplinary procedures;
· Assist the RM to monitor whether strategies and policies are effective on a regular basis. Make adjustment if necessary;
· Assist the RM to strategise the implementation of new methodologies suggested by the Corporate Services and Development department on an ad-hoc basis;
· Assist the RM to strategise Cleansing Service for unexpected situations as and when they arise; 
· Assist with the implementation of Mayoral priority projects.
· Assist the RM to ensure that the total waste of the community is collected on a daily basis by making regular unexpected checks that the areas are clean. The areas of service include:
· Refuse collection for business and domestic service users;
· Street cleaning, street flushing and lane cleaning;
· Medical waste collection from doctors, hospitals and clinics;
· Bulk container services to industrial and business sector;
· Viable recycling of paper, metal, plastic and glass;
· Control of illegal dumping;
· Service to informal sector and garden refuse sites.     
· Assist the RM with the compilation of photographic evidence to validate reported levels of cleanliness in line with the Gauteng Waste Collection and Cleaning Standards;
· Assist the RM to ensure checking of vehicles regarding on-time delivery of refuse;
· Assist RM to ensure round balancing amongst vehicles;
· Obtain and provide relevant statistics;

· Manage third party contractors. Ensure financial controls are developed and maintained. Control contractors performance (monthly meet with the Contractors where required); 
· Attend contractors meetings;
· Conduct inspection tours;
· Ensure the cleaning of informal; settlements and hostels;
· Ensure that the entire operational function complies with the legislation and the SDA: Familiarise self with the requirements and constantly determine and revise the service standards and communicate these to the depot. Continuously measure and check and take corrective action if the need arises;
· Manage the function to ensure optimal productivity, through the maximum effective utilisation of all resources such as fleet and equipment: Draw up daily service schedules and ensure sufficiency of staff and equipment to carry out these schedules;
· Maintenance of capital assets: keep an asset register, ensuring assets through the Finance Department, making regular checks to monitor losses and then addressing the losses and keeping general record with regard to the assets. Compile annual report on inventory for the Financial Director;
· Check that the size of the market share has not diminished. Establish causes if required and report this to the GM: Operations;
· Check the repetitive customer complaints and ensure that these are addressed by instructing depot staff on action to be taken and then getting feedback from the complaint;
· Be responsible with the roll out of flagship projects within the depot area.
· Daily reporting on status of schedules in all activities.           

	· Liaison, Public Relations and General Marketing   
	· Liaise with key clients on an ongoing basis to find out their problems and make necessary adjustments to provide them with optimal service;  

· Proactively interact with relevant statutory bodies in order to influence  environmental legislation, by giving feedback on customer needs and behaviours ;

· Ensure that public requests and complaints receive prompt attention and action by mobilising the Operations Managers to satisfy their needs; 
· Test public reactions by finding out what type of comments are being received at the call centre;

· Identify opportunities for new markets and relaying this information to the marketing function on an ad-hoc basis;

·  Market all services and ensure that a stable client base is maintained  by using the marketing tools provided by the Marketing  Department and by rendering excellent service to customers;

· Instil a sense of ”value for customer care and service” within the depot by leading through example and by measuring staff on service levels and by using motivational tools;

· Oversee complaints relating to trouble tickets;

· Attend to Regional Service delivery meetings;

· Interact with Communications Manager and the community outlining Pikitup operational activities e.g. local newspapers and radio stations.   


	· Knowledge Management and Research 
	· Assist the RM to update depot information fact sheets;

· Keep accurate statistics of illegal dumping, RCR, rate and completion time, street cleaning kilometres, tonnages level, third party constructor statistics, SLA compliance, number of utilisation of bins and bin liners, absenteeism/manpower availability, plant and equipment availability, bins per round kilometre/trips;
· Undertake research and recommend the implementation of new technology to the RM;

· Research and recommend to the RM, new technology needs that might render greater service quality on a quarterly and annual basis by recommending potential solutions (new project/initiatives/innovation);
· Monitor the Management Information System by ensuring that data is captured daily with regards to the daily trip sheets, weigh bridge certificates and Tachometers. Analyse information on a weekly basis, to ensure, meeting of standards, and take the necessary corrective action to ensure that standards are met and optimal productivity ensured.  

	· Safety and other meetings
· Supervision/management of employees and staff development
	· Oversee DIFR;
· Ensure compliance to relevant legislation e.g. OSHA, NEMA and other pieces of legislation including Growth and Development Strategy of the CoJ;

· Ensure monthly safety meetings;
· Ensure Safety Representatives conduct monthly inspections; 
· Ensure staff are trained on safety.
· Ensure that all relevant meetings take place by scheduling and coordinating e.g. management meetings, union meetings, disability, Employment Equity and so forth.  

· Supervise staff through informal and formal discussions;
· Manage staff performance through implementing the performance management system and using it as fully as possible. Manage performance of subordinates;

· Conduct needs analysis discussion based on performance appraisal and determine staff training needs;

· Maintain an open door policy with regard to subordinates to empower them to seek assistance and to motivate them when required;

· Discipline staff if required;

· Provide ongoing training and development;

· Provide counselling; 

· Attend union meetings
· Manage overtime.

· Attend RM’s brief to staff (weekly);

· Act as presiding officer at hearing or present the company at hearing;

· Ensure vacancies are advertised and filled: recommend changes to structure;

· Drive succession planning;

· Ensure adherence to internal staff regulations and statutory obligations i.e. BCEA, EE;

· Ensure development and maintenance of leave roster.  


	KEY RELATIONSHIP INTERFACES

	Internal Key Relationships (to Pikitup):
· Pikitup Executive Director

· Fleet Manager
· Depot Manager

· Operations Manager
· Operations staff
· Other operations Managers collections 
· Other Pikitup staff members



	External Key Relationships
·  Suppliers of equipment and technical specialist

· NGO, environmental groups, community organisations;

· Residential businesses and industrial property owners or tenants;

· Informal traders, informal settlements, civic organisations and councillors;

· Ratepayers association, other local authorities, other levels of government, regulatory authorities of the council;

· Internal contractors, other waste removal companies and general public. 




	Job Specific Requirements

	Competencies (Knowledge, skills and attributes)

	Skills
	Behaviours

	· Strong communication and diplomacy skills  

· Analysis and problem solving

· Strategy formulation and implementation;

· Report writing skills

· Human Resource Management skills including performance management, misconduct and griuevances
· Conflict Management including negotiation and mediation

· Influencing and collaborative skills

· Effective verbal and written  presentation at all levels

· Report Writing

· Customer service skills;
· Computer skills including Ms Word and Excel

· Change Management

· Project Management

· Basic Finance and Budgeting 
	· Integrity and Honesty

· Strategic thinking

· Organising & prioritising

· Judgement and decision making

· Building a vision

· Adapting and responding to change
· Developing relationships

· Dynamic and Influential
· Networking and Collaboration

· Customer orientation


	Knowledge: 

State the job knowledge required
	· Knowledge of Environmental and  Waste Management 

· Understanding of relevant legislative framework governing Pikitup operations
· Demonstrated knowledge of operations management and project implementation
· Strong commercial understanding 
· Understanding of Municipal Finance Management Act (MFMA) and related regulations

· Knowledge of Treasury and Public Service Regulations

· Knowledge of Fleet and Logistics Management

· Knowledge of South African labour legislation

· Knowledge of industry standards, best practices and trends in the discipline


	Minimum Qualifications 

	· Grade 12;
· 3-year tertiary qualification in a relevant discipline including operations/general management, business administration,  waste management, environmental sciences; 
· 5 years’ relevant experience in operations management 
· Driver’s licence. 
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