






	
Job Description: Wood Recycling Team Member 
Project: Aldingbourne Country Centre 
Work Location: Fontwell, West Sussex 
Directly responsible to: Wood Products Senior Support 
Overall responsible to: Managing Director, Aldingbourne Trust 

















General Purpose:

This role at the Country Centre focuses on supporting the wood collection and recycling team. We are looking for someone who can work flexibly and with a friendly, customer- focused approach to help ensure visitors have positive experience with our service. 

The Aldingbourne Trust supports adults with learning disabilities, and this position includes working alongside and supporting the people we support as part of daily operations.
Prior knowledge of timber is not required, as full training will be provided. The centre sells recycled timber to both public and trade customers and aims to continue expanding this area of work. In addition to assisting with wood collections, the role involves maintaining the wood yard to a high standard and occasionally supporting sales.

Key Terms and Conditions:
· Salary – 22,222.20
· Hours of work – 35 hours per week, may include weekend work
· Fixed term position for 6 months
· Pension: The Aldingbourne Trust offers a contributory pension scheme to qualifying staff. 
· Annual leave: 25 days in each year, pro rata for part-time staff. 1 extra day per annum after 5 years of service, up to a maximum of 5 extra days after 10 years. 
· Sick leave: After the first month’s service, 2 weeks at full pay in a rolling 12-month period (pro rata if Part Time)
· Emergency family care/ carer’s leave: Up to 6 days per annum (pro rata if Part Time)












Duties and Responsibilities:
· Collecting waste timber and timber products from a range of customers, including construction sites, factory units and private customers. This involves driving 3.5 tonne vehicles and safely carrying out the manual loading and unloading wood in line with operational procedures.
· Assisting in preparing recycled timber for sale to the public and for use within our workshop, ensuring products are processed, presented and stored to the required standards. This includes using an electronic ticketing system to accurately record and update daily income.  The role involves working closely with the Project Lead and Project Manager. You would be working primarily with the project lead and the project manager. 
· Ensuring the wood yard is maintained to a high standard of cleanliness and organisation.

Person Specification: 

· Support the sourcing of wood supplies from local businesses and the wider community. 
· To promote the project to help grow both the supplier and customer base. 
· To liaise with the manager or driving leads for the collections of waste wood when convenient for the suppliers. 
· Drive project vehicles and carry out waste- wood collections, working alongside the people we support. 
· To maintain accurate customer records and provide the necessary paperwork for invoicing. 
· To work with the Workshop manager to sort, grade and process timber as required. 
· To process firewood for the bio-mass boilers as and when required. 
· To provide cover the workshop and retail shop when required to ensure smooth operations. 
· Support training for the people we support helping them to develop skills within the project and assisting in the delivery an accredited scheme. 
· Ensure all vehicles, machinery and equipment are maintained in safe working order, complying with safety regulations ad Health & Safety requirements, and promoting a safe environment at the Centre. 
· To liaise with the Wood Manager on all aspects of the project to ensure effective communication and coordination.
· To effectively participate in staff meetings, training courses and seminars. 
· To perform any other reasonable duties which are commensurate with the post and may be specified from time to time by the organisation. 
· Undergo an Enhanced Disclosure check following a successful job offer due to the nature of the role.
· Provide support to the grounds maintenance operations team when capacity allows/ when available.















Essential:

· Full clean driving licence. 
· Able to perform the duties of the role safely and effectively
· Ability to maintain a safe and healthy working environment
· Positive, enthusiastic, and engaging manner
· Ability to use initiative and think creatively
· Strong literacy and numeracy skills
· Excellent communication and active listening skills 
· Strong customer service skills with good commercial awareness 


Desirable:

· Experience of working with individuals with learning disabilities 
· Existing contacts within the building or commercial industries 
· Knowledge of timber, construction processes, or the building trade
· A valid chainsaw license (or willingness to obtain one) is required for this role
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