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Project Officer
Job Description
Title:
Project Officer (Norfolk)
Responsible To:
Team Manager
Responsible For:
Sessional workers
Job Summary:              Working with families, individuals and communities the Project Officer will support a variety of   projects. Specialising in delivering our award winning Green Doctor programme offering practical support and advice to vulnerable residents across Norwich to help tackle fuel poverty and improve energy efficiency for vulnerable residents living in deprived communities across Norwich.  These visits are a mixture of installing low cost measures, providing advice & guidance, and referring residents on to further services for wider energy saving, financial and wellbeing support.
Place and Hours 
Home working, home visits to residents will be delivered throughout
HOURS OF WORK 
Norwich.  

There may also be a requirement for some support of work across the wider eastern region.  A TOIL system is in operation with some limited evening and weekend work required.  
Main Duties and Responsibilities

1. To manage a varied workload, ensuring all projects are well planned, remain within budget, outputs are achieved and milestones met, through efficient project management, monitoring and evaluation 
2. To arrange and deliver a schedule of home energy assessments in homes of vulnerable residents including low income elderly, disabled and families with young children; and to offer additional support to householders

3. Install a range of basic technical low-cost measures within the home as necessary, including LED light bulbs, draught excluders, reflective radiator panels, and hot water tank jackets 
4. Provide effective support, both advisory and practical, to enable people to make positive changes to their behaviour and to improve the quality of their lives in relation to energy saving and wellbeing.
5. Complete and record all assessment details on the management information system via an iPad, ensuring accurate and detailed records are taken and meet reporting requirements as required by the Trust and funders
6. Demonstrate good customer service skills and a professional, friendly and positive attitude to all clients 

7. Maintain a good awareness of our partner networks to ensure we are referring people out of our service to others which can assist with their needs

8. Deliver detailed telephone advice when working from the office or home
9. Book and schedule visits and respond to referrals from funders and partners in a timely manner 
10. Advocate and liaise for householders with energy companies and the gas and electric network providers to ensure customers receive the best possible deal for their requirements. 

11. Complete grant applications to trust funds to assist householders in paying for energy debt and other household needs.

12. Ensure material stock levels are maintained and stock is monitored closely. Including ordering material when necessary. 

13. To ensure the proper use and good order of tools, material, equipment, vehicles and supporting administrative systems.  
14. Represent the Trust internally and externally by effectively tailoring communications to the audience and respond appropriately to customer enquiries about the projects
15. To ensure all administration is completed to time and to standard
16. Where required assist in booking in appointments for new visits and general promotion of the project, including assisting at events and workshops in the community.

Other responsibilities

1. To play an active role as appropriate more widely across Groundwork East to develop Groundwork’s project programme; and influence the Trust’s work overall.

2. Promote Groundwork activities at a local and regional level; providing an efficient and courteous service.


3. Ensure compliance with Trust policies, and with insurance and statutory requirements, particularly health and safety, safeguarding (including Prevent) the Children’s Act and equal opportunities.

4. To undertake any task that may be requested from time to time by the Leadership Team as may be consistent with the nature and scope of the post.

5. Liaise with other Groundwork Trusts, and Groundwork UK as necessary.

Personal Development & Training

1. To undertake training and development as agreed with the Team Manager/Senior Project Officer
2. To attend regular team meetings/supervision

3. To be a positive force in the staff team taking personal responsibility for ensuring good morale and work relations are maintained.

Please note: Appointment to this post is subject to an enhanced check endorsed by the Criminal Records Bureau (under Section 7(1) of the Protection of Children Act 1999).
Project Officer
Person Specification

	
	Essential
	Desirable
	Evidence

	Qualifications
	

	• A relevant qualification in energy efficiency or renewable technology.  As a minimum – City & Guilds level 2 (6176) Award in Energy Awareness now known as (6261) Level 3 award in Energy Awareness

OR 

National Vocational Qualification Level 3 (6049-03) Provide Energy Efficiency Services issues by the Qualifications and Curriculum Authority.

• Relevant experience of delivering in home energy advice.

• First aid
• Fuel debt advice in the Community training 
• Other financial advice training

• Driving Licence
	•
Application 
•
Certificates

	Experience
	•
Experienced in a customer service role, with members of the public – face-to-face

• Experienced in providing advice to the elderly, families with young children and vulnerable people
	•
Working remotely
• Qualified and registered to deliver Energy Performance Certificates
	•
Application 
•
Interview

	Skills 
	•
Ability to travel extensively

•
Practical experience in general DIY
•
Ability to respond to changing circumstances on projects (resilience)
• Strong interpersonal skills 
• Good presentation & report writing skills
•
Commitment to equality and diversity 
•
Strong motivation & a determination to provide an excellent service to all customers to meet or exceed expectations
	
	•
Application 
•
Interview


	Knowledge
	•
MS Word/Excel/Outlook
	
	•
Application 
•
Interview


