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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Neighbourhoods & Housing
	[bookmark: Text32]POSITION NO: Please provide this information if existing post      


	SECTION:

	Energy Efficiency & Regeneration Team
	GRADE: 8 


	
JOB TITLE:

	
Energy Efficiency Project Officer
	
[bookmark: Text23]DATE PREPARED:      

	
EVALUATION DATE:
	
30 January 2023
	
JE NUMBER: NC4846




	ROLE & PURPOSE OF JOB: 

Reporting to the Energy Efficiency and Regeneration Team Managers, to formulate, deliver and evaluate Energy Efficiency Projects and engagement strategies and campaigns designed to:

· Raise awareness of the Council’s Energy Efficiency services, policies, priorities, and plans.
· Lead the Carbon Action Network agenda to meet the Council’s 2030 Net Zero target.  
· Provide opportunities for citizen, stakeholder, and influencer engagement.
· Lead on Fuel Poverty initiatives, to deliver the Council’s Affordable Warmth Strategy and ensure households are able to live in a warm and safe home.

To manage the Warm Homes Team Referral Management System and Energy Assessment Database.  Enabling effective delivery of energy efficiency measures to homes across the city and providing energy data/information including EPC/SAP ratings vital to many council services.      

To provide specialist energy efficiency advice and support to key decision makers, including chief officers, the Cabinet and other senior members and officers, partners, and services, where appropriate.

To maximise delivery of energy efficiency grant funding to support the Council’s overall Housing and Affordable Warmth strategies, providing effective and impactful communications to inform and engage with citizens and stakeholders.

To act as a project lead for home energy and fuel poverty specific projects within the organisation and its partnerships, encouraging and facilitating innovation and continuous improvement, ensuring keeping pace with new developments, legislation, and best practice.

To manage relevant communication and media networks to ensure visibility of service provision.




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	Customer Focus –
1. To lead on communications (including digital) and visibility of the team’s services to the public, partners and stakeholders, ensuring the residents of Hull have access to the Warm Homes Team services.


	2.
	Performance Management – 
1. To manage the Referral Management System.  Ensuring all applications for grant funding are processed accurately and efficiently and submitted to the appropriate partner organisations for action and installation of energy efficiency measures.  Thereby ensuring residents benefit from warmer homes.
2. To manage the Energy Assessment Database.  Ensuring that accurate and current home energy information and data is held by the Council and can be utilised by the wider Council departments for reporting and decision making by chief officers, the Cabinet and other senior members and officers, partners, and services, where appropriate.



	3.
	Statutory Obligations –
1. To lead on the reporting requirements of the Home Energy Conservation Act.


	4.
	Responsibility for the Affordable Warmth Strategy and Action Plan, including writing, renewing, monitoring and updating, aiming to ensure that all of Hull’s residents live in a warm, safe and healthy home, particularly those most vulnerable.


	5.
	Responsibility for the organisation of stakeholders and their contributions to the Affordable Warmth Steering Group, which is vital in ensuring a collaborative approach to tackling fuel poverty and affordable warmth.


	6.
	To lead on the Carbon Action Network. Providing a vital partnership working platform across the Neighbourhood and Housing Teams to ensure the delivery of the Carbon Pathway Action Plan. 


	7.
	To manage the provision of Hotspots training.  To develop a network of referral partners who can ensure residents of Hull are aware of the Warm Homes Team services and support available to them.  Including providing bespoke training.


	8.
	To identify and lead on Energy Efficiency specific projects to continuously improve service provision, source innovative solutions to reach the Councils Net Zero target and reduce fuel poverty.


	9.
	Responsibility for sourcing additional grant funding schemes in relation to providing energy efficiency associated resources to homes across the city and to liaise with management in order to formulate appropriate funding bids for submission. 


	10.
	Responsibility for the development of new procedure documents and systems.


	11.
	Responsibility for the provision of data and information required for funding bids and award submissions.


	12.
	To attend, write and present reports to senior level meetings and committees. 


	13.
	Liaise with vulnerable and/or disabled customers, living in poor quality housing and provide highly developed advice and guidance to all residents seeking energy efficiency advice and support also communicating decisions which directly impact on the customers wellbeing and financial circumstances, which in some cases the customer may not want to receive or take the required action. This includes the undertaking of formal assessments in order to ascertain requirements and eligibility prior to implementing energy efficiency works.
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	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:
THIS POST IS NOT POLITICALLY SENSITIVE



	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.

	3. HEALTH AND SAFETY
The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	4. GENERAL
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.	Responsibility for Staff:	

No direct responsibility for staff, however the postholder will take responsibility for giving advice to all staff associated with warm homes and energy efficiency.


2.	Responsibility for Customers/Clients:	


Liaising with internal and external clients including vulnerable customers. Providing guidance to all residents seeking energy efficiency advice, benefit advice and support, which directly impacts on the customers wellbeing and financial circumstances.  Ensuring that all clients access any energy efficiency grants available, that will enable them to live in a warm, healthy home.  Exercise discretion over responding to non-routine issues referring to the Warm Homes Teams Operations Manager and the wider Housing Teams where appropriate.


3.	Responsibility for Budgets:	

Responsible for sourcing grant funding streams of values of multi-million pounds e.g. Social Housing Decarbonisation Funding Wave 2 at £2m.

4.	Responsibility for Physical Resources:		

Responsible for standard office equipment and maintenance of safe environment. Occasionally responsible for equipment in use outside the office environment, e.g. laptop, camera, or exhibition equipment.


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:

Energy Efficiency and Regeneration Team 
Partnerships and Development Team 
Strategy and Appraisals Team 
Environmental Health (Housing) 
Renewals Team
Housing Investment Team

2.	With Any Other Council Areas

Housing Strategy, Marketing, Intervention and Growth Team 
Area Housing Teams
Area Co-ordination Teams
Welfare Rights Team 
Climate Change Team 

3.     With External Bodies to the Council

General public
Residents
Utility companies
Contractors
Surveyors
Department for Works and Pensions
Humberside Police
Humberside Fire & Rescue
Residents groups
Landlords Associations
Housing Associations
NPS Humber
Citizens Advice
NHS
Occupational Therapists
Community and voluntary organisations. 



 
	ORGANISATION CHART: Please Provide Job Titles and Grades  


	
	
	
	Immediate Line Manager
Warm Homes Team – Operations Manager – Grade 10/11

	
	
	

	Other jobs (peers) that report to immediate line manager
Energy Efficiency and Compliance Officer x2 – Grade 7
Energy Efficiency Advice Officer – Grade 6
Service Support Officer – Grade 4
	
	This Position
Energy Efficiency Project Officer – Grade 8

	
	
	

	
	
	Direct Reports
None










	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	
	x
	
	
	
	
	Low level physical demands – potential for site visits.




	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	
	
	x
	
	
	
	Postholder potentially undertakes  visits to residents/development sites sometimes within challenging/sensitive situations and also communicates decisions to customers/tenants in order to satisfactorily resolve potentially contentious issues or initial expressions of dissatisfaction



	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	
	x
	
	
	Postholder is in regular contact, face to face and over the phone, with customers/tenants some of whom maybe angry and difficult. Also has case management responsibility for residents/owners who may be from vulnerable groups- occasionally significant emotional demands are placed on the person






	
PERSON SPECIFICATION
	Cross  relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Qualified to degree level or equivalent level of relevant experience.

	x
	
	CQ, AF

	
	Evidence of continuing professional development and/or membership of a professional body.
	
	x
	CQ, AF

	
	Project Management qualification or equivalent level of experience or willing to work towards
	
	x
	CQ, AF

	
	Domestic Retrofit qualification or equivalent level of experience or willing to work towards.
	
	x
	CQ, AF

	
	
	
	
	

	
	
	
	
	

	2. 
	Relevant Experience:

	
	Experience of delivering and planning services at an operational level
	x
	
	AF/I

	
	Experience of successfully managing activity and performance targets 
	x
	
	AF/I

	
	Experience of working in housing, energy efficiency or other relevant service.
	x
	
	AF

	
	Experience of dealing with Data Protection Act and Freedom of Information Act issues.
	x
	
	AF

	
	Experience of managing, collating, inputting, analysing and extracting data and evidence from a range of sources.
	x
	
	AF/I

	
	Experience of partnership working with a range of internal and external partners.
	x
	
	I

	
	Experience and understanding of planning and project management.
	x
	
	AF/I

	
	Proven experience and track record in digital communications.
	x
	
	AF/I

	
	Good IT and social media monitoring/evaluation skills.
	x
	
	AF/I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with children and young people and/or vulnerable adults (service area to include where appropriate).
	x
	
	     

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults (service area to include where appropriate).
	x
	
	     

	
	Ability to develop and execute written communication plans and implement and manage effective projects for a range of initiatives, policies, and issues across the service.
	x
	
	AF/I

	
	Ability to operate at a senior level and develop close working relationships with chief officers, members of the cabinet and other elected members and with partners and stakeholders.  
	
	x
	I

	
	Research and analytical skills.
	x
	
	AF

	
	Ability to prioritise, work under pressure and to tight deadlines without supervision.
	x
	
	AF/I

	
	Ability to work both as an individual and with a team.  This role involves working in a small, busy team and it is critical to form strong working relationships and be willing to assist on tasks that may not form part of their day-to-day role on occasion.
	x
	
	AF/I

	
	Flexibility, resilience, and a positive approach to change.
	x
	
	I

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults (service area to include where appropriate).

	
	x
	     

	
	An appreciation of new relevant technology.
	
	x
	I

	
	A keen interest and awareness of local and national issues impacting on local authorities.
	x
	
	AF/I

	
	Understanding of housing regeneration and energy efficiency issues
	x
	
	AF/I

	
	Good knowledge of Hull’s Housing Strategy and neighbourhood renewal programme.
	
	x
	I

	
	Good knowledge and understanding of external funding regimes
	x
	
	AF/I




	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults (service area to include where appropriate).
	
	N/A
	     

	
	Ability to negotiate, persuade and influence.
	x
	
	I

	
	Diplomatic and a team player with strong interpersonal skills and a helpful manner
	x
	
	I

	
	Ability to project a professional image.
	x
	
	I

	
	Excellent communications and influencing skills at all levels.
	x
	
	I

	
	Written Skills

	
	Ability to write structured and concise reports
	x
	
	AF/I

	
	
	
	
	     

	
	
	
	
	     

	6.
	Other:
	
	
	     

	
	If there aren’t any state ‘none’
	
	
	     

	
	None
	
	
	     

	
	     
	
	
	     




	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been marked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	X
	N/A
	I

	
	Respect
	X
	N/A
	I

	
	Learning
	X
	N/A
	I

	
	Ambition
	X
	N/A
	I

	
	Partnership
	X
	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:

	
	Leading forward
	X
	N/A
	I

	
	Improving services
	X
	N/A
	I

	
	Analysis and decision making
	X
	N/A
	I

	
	Making things happen
	X
	N/A
	I

	
	Communicating with impact 
	X
	N/A
	I

	
	Collaboration 
	X
	N/A
	I

	
	Developing self and others
	X
	N/A
	I

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	
	N/A
	

	
	     
	
	N/A
	

	
	     
	
	
	



	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory - Please select: 
#BASIC 
#STANDARD 
#ENHANCED
#ENHANCED & CHILDRENS BARRING LIST CHECK
#ENHANCED & ADULTS BARRING LIST CHECK
Disclosure from the Disclosure & Barring Service (if crossed as an essential requirement). 

# Service area to delete as necessary.
	
	N/A
	DBS Disclosure
OR
Basic Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure (with or without barred list check) the candidate is required to declare full details of everything on their criminal record.
	
	N/A
	AF(after short listing)

	
	If the postholder does not require a DBS disclosure, or requires a Basic Disclosure check only, the candidate is required to declare unspent convictions only.
	X
	
	AF(after short listing)
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