Waste Prevention Officer – Continence Wear (part time post – 2 days)

Job Description

Job title:  Waste Prevention Officer – Continence Wear
Hours:  14 hours per week 
Duration:  Fixed-term contract for 1 year initially
Location:  WEN office, London E1
Responsible to:  Co-ordinator of Continence Wear Project

Pay:  £22,230-24,720 pro rata, depending on skills and experience
WEN description:

Women’s Environmental Network is a national membership charity, formed in 1988, that educates, informs and empowers women and men who care about the environment, and campaigns on environmental and health issues from a women’s perspective.

Job Summary:  

The purpose of this job is to carry out the research and administrative side of setting up a project providing information, education and networking on waste avoiding choices for users of continence wear, providing initial information for organisations and individuals and building a wide network of support.

Key tasks
· Set up and maintain filing systems and a basic library of information

· Establish a database of NHS involvement in the promotion of reusable alternatives 

· Recruit support from organisations

· Research key data and information for the Project, waste amounts and costs, consumer information, profiles, causes of incontinence, incidence in different user segments

· Draft information materials which form the basis of the campaign – information packs for different interest areas, dealing with environmental aspects and available products and services

· Create website pages with the assistance of the Media Worker.

· Set up systems at WEN to employ freelance consultants for the project

· Publicise the project

· Assist with talks, workshops and presentations at conferences and seminars

· Deal with queries from organisations and individuals

· Organise an initial information-sharing seminar

· Distribute information and materials

· Conduct or commission market research as and when required 

· Assist with fundraising for the new organisation

· Manage the project budget together with the Co-ordinator

· Set up systems for recording Project activity and writing reports

· Set up systems for recording expenditure and preparing claims as necessary

General Obligations

· Undertake general office duties such as answering phones, taking messages and taking turns to carry out basic office tasks along with everyone else

· Work according to WEN’s policies and practices including Equal Opportunities and Green Housekeeping; set up systems for the project to ensure it keeps to similar policies
Person Specification
· Excellent research skills

· Excellent communication skills

· Experience of continence issues

· Knowledge of clinical waste issues

· Ability to deal sensitively and appropriately with enquiries from women on personal and health matters

· Understanding of and commitment to waste prevention

· Commitment to providing a fair choice of continence wear to a wide range of users

· Experience of producing and disseminating information both written and oral to a wide variety of audiences

· Experience of organising and prioritising own workload and keeping with agreed targets and deadlines

· Able to be self-servicing in Word, email and internet and experience of using databases

· Ability to work on own initiative and as part of a team

Note:  This post is open to women only, section 7(2)(e) of the Sex Discrimination Act applies.




















































































