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TOWN OF LUNENBURG 

TRASH AND RECYCLING COORDINATOR 

 

Statement of Duties: 

Assist with the management of all aspects of the Town’s waste and recycling programs. This 

includes the development, implementation, coordination and evaluation of various progressive 

solid waste and recycling programs. Promote solid waste reduction, curbside recycling programs 

and yard waste programs to reduce costs and increase revenue through the development and 

implementation of outreach and educational campaigns and other programs. Collect and analyze 

data and prepare reports as directed or as required. Ensure compliance with applicable local, 

state and federal rules and regulations. 

 

Supervision: 
Works under the general direction of the Director of Public Works. The employee is familiar with 

the work routine and uses initiative in carrying out assignments independently. The Director 

provides additional, specific instruction for new, difficult or unusual assignments, including 

suggested work methods. The employee refers unusual situations to the Director for advice and 

further instructions. 

 

The employee is not required to regularly supervise other employees. 

 

Job Environment: 

Work is performed under typical office conditions; some work is performed outdoors with 
exposure to weather extremes. 
 
Contacts frequently with other municipal departments, local and state officials, business 

associations, schools, the general public, and the media; communicates in person, by telephone 

and via standard reports.  Contacts require persuasiveness and resourcefulness to influence the 

behavior of others. 
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Operates computer and general office equipment, such as calculator, copier, scanner and 
facsimile machine. 
 
Errors could result in confusion and delay and adverse public relations to the department and 
the Town. 

 

Essential Functions: 

Essential functions or duties listed below are intended only as illustrations of the various types of 

work that may be performed. The omission of specific statements of duties does not exclude them 

from the position if the work is similar, related or a logical assignment to the position. 

 

Assists with the management of the Town’s waste and recycling program including vendor 

performance. Initiates and develops programs to increase recycling efforts (including proper 

hazardous materials collection).  

Develop strategies to increase participation in recycling and yard waste programs.   

Answers questions from town residents regarding curbside and recycling programs. Responds to 

complaints, concerns, and issues. Maintains detailed records on complaints. 

Monitors, reports, and/or resolves discrepancies and issues with recycling and solid waste 

contractors. Monitors quality of service. Maintains detailed records on performance and job 

measurement units, costs, tonnage and markets. 

Records and monitors monthly invoices for trash and recycling rates. Evaluates data. 

Responsible for informing and educating residents and all municipal departments and schools 

about the Town's paint recycling, household hazardous waste, and hazardous materials 

management program located at Devens Regional Household Hazardous Products Collection 

Center, www.DevensHHW.com. Coordinates and confirms current, clear messaging with the 

program director. 

Develops and distributes educational materials about all programs, including curbside waste 

collection, curbside recycling, paint recycling, household hazardous waste, yard waste disposal, 

drop-off days, year round recycling opportunities, etc. Prepares articles for the local newspaper 

and Town website and social media sites. 

Works with the School on educational and outreach programs related to recycling in the schools. 

Develops teacher training programs for Lunenburg public school teachers regarding safe 

environmental practices for solid waste management.  
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Makes periodic reports to the Director of Public Works regarding progress, changes, suggestions, 

and measurement of effectiveness of the programs. 

Develop and maintain continuous liaisons with neighborhood groups, associations, the business 

community, schools and other groups who are participating in the recycling and hazardous waste 

collection programs. 

Attends meetings and educational workshops related to solid waste and recycling issues. 

Perform other related duties as assigned. 

 

Recommended Minimum Qualifications 

 

Education and Experience: 
Bachelor’s Degree in related field; minimum of two years’ experience with solid waste program 
management or related experience; or any combination of education and experience. Valid 
driver’s license is required. 

 

Knowledge, Ability and Skill 

Knowledge: Extensive knowledge of recycling and solid waste programs, technology, and 
vendors. Demonstrated computer knowledge. 
 
Ability: Ability to work independently. Ability to understand municipal waste/recycling programs 
and State’s solid waste and recycling regulations and goals. Ability to communicate effectively 
and efficiently verbally and in writing. 
 
Skill: Strong planning and organizational skills.  Detail-oriented. Excellent customer service skills.  
 
 

Physical and Mental Requirements: 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

 
The employee is regularly required to use hands to finger, handle or feel objects, tools, or controls 
and to reach with hands and arms. The employee is frequently required to sit for extended 
periods of time, and to talk and hear. Employee may lift/move up to 10 pounds such as books 
equipment, supplies, etc. Specific vision requirements include close vision, distance vision, and 
the ability to adjust focus. 
 
 

DocuSign Envelope ID: B27D662E-C879-4C1B-A079-C52DA774C8A5



(This job description does not constitute an employment agreement between the employer and 
employee, and is subject to change by the employer, as the needs of the employer and 
requirements of the job change.) 
Approved: 

 

_____________________________   _____________________  

Department Head     date 

 

 

_____________________________   _____________________ 

Town Manager                 date 
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