

DARLINGTON BOROUGH COUNCIL

   ECONOMIC GROWTH AND NEIGHBOURHOOD SERVICES

JOB DESCRIPTION
	POST TITLE :  


	Project Officer - (Energy Grants)


	PAY BAND :


	Band 8

	JOB EVALUATION NO.


	E3578

	REPORTING RELATIONSHIP


	Reports to Programmes & Performance Manager (Housing) 

	JOB PURPOSE :


	The post will co-ordinate and manage the delivery and administration aspects of grant funding in relation to Housing.



	POST NO.


	     

	PDR COMPETENCY FRAMEWORK
	Level 1, Expected Competencies for all employees


MAIN DUTIES/RESPONSIBILITIES

1. To manage the co-ordination of grant schemes to deliver energy efficiency measures to household’s who meet eligibility criteria.
2. Assess homeowner grant applications and assign budget within agreed framework.
3. Determine household eligibility of grant conditions and obtain supporting evidence and provide declarations as required.
4. Ensure projects are administered to the agreed timetables and outcomes and targets are reported to funders and the Council as set out in the Funding Agreements.

5. Liaise with installers, surveyors and partners to ensure a smooth pipeline of grants and installations.

6. Responsible for monitoring the eligibility of properties against each scheme to ensure all properties are claimed and allocated against the correct funding stream.

7. Update and monitor capital and revenue budgets to ensure scheme delivery in accordance with funding agreements, monitor all project spend including quotes, orders, and invoices. 
8. To be responsible for reconciling budget activity against grant funding and produce monthly financial management reports for stakeholders. 
9. Produce monthly and quarterly monitoring reports of scheme delivery and budgeting to grant bodies and Local Authority grant leads as required. 

10. Support the administration of income generation activities such as the Renewable Heat Incentive (RHI) and Green Home voucher schemes to secure the associated income to the project. 
11. Ensure appointed installers and partners provide appropriate energy advice on individual efficiency measures.
12. Carry out customer satisfaction on the work carried out.
13. Co-ordinate the marketing of the scheme to target eligible households.

14. To be an environment champion and promote the cause in all aspects of the Council’s work.

15. Ensure that you work in line with all the Council’s policies and procedures and ensure that you are aware of your obligations under these. 


16. Behave according to the Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re: conflicts of interest, gifts, hospitality and other matters covered by the Code.


17. Carry out your role in line with the Council’s Equality agenda.


18. To comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters in order to protect yourself and others.


19. Any other duties of a similar nature related to this post that may be required from time-to-time.
20. Darlington Borough Council and schools within the Borough are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
21. This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers.

22. This post is subject to a standard disclosure.  The successful applicant will be subject to the relevant vetting checks before an offer of appointment is confirmed.  Following appointment the employee will be subject to rechecking as required from time to time by the Council.
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All appointments are subject to satisfactory references.

	Criteria No.
	Attribute
	Essential

(E)
	Desirable

(D)

	
	Qualifications & Education
	
	

	1
	Currently undertaking or recently completed a National Qualifications Framework (England, Wales and Northern Ireland)  level 6 qualification or equivalent   
	
	D

	2
	A recognised project management qualification. 
	
	D

	
	Experience & Knowledge
	
	

	3
	Experience of working in a project environment. 
	E
	

	4
	Experience of managing a varied and demanding workload / ability to prioritise due to changing circumstances. 
	E
	

	5
	Experience of assisting with the delivery of projects within a defined budget and timeframe. 
	E
	

	6
	Knowledge of the General Data Protection Regulations and data security
	E
	

	7
	An understanding of project delivery, its strengths and the major activities associated with it.
	E
	

	8
	Ability to participate effectively in all aspects of project delivery and work within a structured project delivery governance framework 
	
	D

	9
	Experience of working with external and internal technical consultants 
	
	D

	10
	Demonstrable experience of working as part of a multi-disciplinary team and represent the organisation in a professional manner. 
	
	D

	
	Skills
	
	

	11
	Ability to manage sensitive and confidential information
	E
	

	12
	Ability to analyse data and information from a range of sources
	E
	

	13
	Ability to communicate effectively both verbally and in writing to a wide range of audiences
	E
	

	14
	Able to prioritise workload, establish priorities and to plan tasks to meet deadlines
	E
	

	15
	Ability to work under pressure, plan, prioritise and organise own workload with minimum supervision and to strict and sometimes conflicting deadlines
	E
	

	16
	Ability to maintain accurate records and demonstrate attention to detail
	E
	

	17
	Proven competency to collate, interpret and communicate complex technical information. 
	E
	

	18
	IT Literate, capable of using MS Word / Excel and office packages
	E
	

	19
	Administrative, project and financial management skills. 
	E
	

	
	Personal Attributes
	
	

	20
	Ability to work successfully as part of a team
	E
	

	
	Special Requirements
	
	

	21
	Capable of independent travel to carry out the requirements of the post
	E
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