	COMMUNITY RETROFIT PROJECT MANAGER
(FULL-TIME/FIXED TERM FOR 2 YEARS)

JOB DETAILS



THE POST OF COMMUNITY RETROFIT PROJECT MANAGER

National Energy Action is a fuel poverty charity supporting households who cannot afford to keep their homes warm and safe. This post will have a leading role in an exciting community retrofit project to transform the homes of people in an area of Preston badly affected by a previous failed retrofit programme. 

We are looking for someone to coordinate, manage, monitor and report on activities delivered by NEA staff and our project partners. The post is not directly responsible for overseeing the assessment of dwellings or the monitoring and evaluation of energy efficiency measures.

This post is a fixed term post for 2 years. Secondment applications will be considered – please highlight in your application if you are applying as a secondment. The post holder will report into the Head of Major Projects.  The post may be based in any of NEA’s office locations or home-based.   (NB: Currently all NEA staff are working remotely while there are lockdowns in place across the country)

NEA operates a matrix management structure which means that the Community Retrofit Project Manager will have responsibility for the coordination and performance of NEA staff working on those programmes for which they are given responsibility. The Community Retrofit Project Manager will take responsibility for 

· co-ordinating and managing the various constituent parts of the programmes,
· liaising with and overseeing main contractor partners working on the programmes to deliver agreed outputs in line with agreed timelines 
· project data collection and regular reporting both internally and to external stakeholders
· budget management for the programmes, 
· managing day to day delivery issues that may arise.

The post provides an exciting and rewarding opportunity to help the charity build its profile through delivery of challenging, innovative programmes that will improve the energy efficiency of buildings and bring affordable warmth and comfort to residents.  






TERMS AND CONDITIONS OF EMPLOYMENT

Salary:	The salary range is £36,460-£39,668 local authority scale points 32-35 (plus London Weighting of £3,300 if applicable)

Hours of work:	37 hours per week, Monday to Friday on a flexi-time basis. Applicants must be willing to work away from home as required. In the event of work undertaken on evenings or weekends, and which may involve travel away from the office, time off in lieu of payment is given.

Holidays:	25 days, plus 3 additional days in the Christmas/New year period, plus all public holidays.

Pensions and other benefits:	NEA offers a money-purchase, non-contributory pension scheme, and 11½% of basic salary will be paid by NEA into the pension up to state pension age. 

Office:                                    	There is flexibility in the location of this post, but staff are expected to be willing to travel extensively as part of this role.

APPLICATION PROCEDURE

Applications should be submitted on an NEA application form and accompanied by a letter outlining why the applicant is interested in the post, their qualifications and experience which they feel are appropriate and any other relevant information.  Applications by CV will not be accepted.  Applications by e-mail can be sent to tracy.norris@nea.org.uk.

The closing date for applications is 12 noon on Monday 8 March 2021.  It is likely interviews will be held remotely via Zoom. The date currently being held for interviews is Tuesday 16 March 2021.

If you would like an informal discussion about the post, please call Lorraine Donaldson 07714 294025.

NEA aims to be an equal opportunities employer. We welcome applications from all people who have the necessary skills and experience for the post.
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JOB DESCRIPTION




Post:	Community Retrofit Project Manager – fixed term post

Responsible to:	Head of Major Projects

Responsibilities:

1. Assist the Head of Major Projects to co-ordinate the development, management and delivery of NEA’s community retrofit projects.

2. Lead and direct projects under the Community Retrofit Project Manager’s direct control.  Co-ordinating internal colleagues and external partners to deliver multifaceted projects.

3. Liaise with the Head of Major Projects and Programme Director/Deputy Chief Executive regarding the allocation of resources for projects and reporting on these.

4. Develop and maintain robust project management systems for recording progress, monitoring timelines and managing project budgets under the Community Retrofit Project Manager’s direct control.  

5. Work with the Head of Major Projects to forecast activity, plan resources and maintain and review project risk registers. 

6. Develop and manage relationships with contracted partners, monitoring progress of delivery and achievement of project KPIs.

7. Identify and develop new streams of work including preparation of funding applications, presentation of funding proposals to funding bodies and to ensure effective liaison of NEA’s community retrofit work with other activities within NEA.

8. May supervise and support staff delivering project and other energy efficiency services, including the establishment and monitoring of work programmes for individual members of staff, monitoring and assessing performance, assisting with the implementation of administrative and employment procedures relating to recruitment and selection, induction and disciplinary and grievance matters.

9. Lead on identification of skills and resources needed to deliver projects, including overseeing partner engagement and liaison for the delivery of projects.

10. Identify key policy recommendations arising from project activity and contribute to the determination of processes for translating policy into practical action.

11. Report on the progress of projects, and other initiatives for which the post holder is responsible, including the production of written reports to funders, NEA management and other relevant agencies.

12. Any other duties as may be agreed from time to time.

	Grade: Local Authority Scale PO Points 32-35		V1.0/2021








Grade: Local Authority Scale PO Points 35-38	V1.0/2018

COMMUNITY RETROFIT PROJECT MANAGER

PERSON SPECIFICATION


Essential:

1. Leadership ability and people management skills and experience, including staff development and supervision.

2. Commitment to the aims and objectives of NEA and the eradication of fuel poverty.

3. Experience of developing and managing domestic construction, retrofit or energy efficiency projects, delivering projects on time and within budget, and reporting to funders.

4. Proven track record of developing and managing successful relationships with contracted partners.

5. Ability to adapt to change situations in project delivery and to meet challenges positively, directly and with determination.     

6. Experience of managing the complexities of multiple projects/tasks at one time and able to demonstrate an ability to successfully prioritise.   

7. Working knowledge of the efficient use of energy in buildings, particularly within the domestic sector.

8. Excellent written and communication skills together with a good level of numeracy.

9. Education to degree or equivalent level, or relevant vocational or technical experience, plus at least 5 years work experience.

10. Ability to lead meetings and experience of preparation and delivery of presentations to varied audiences.

11. To be well organised and self - motivated, but also able to contribute effectively working as a team member.

12. Competency in Microsoft Office applications, databases and presentation software.

13. Commitment to equal opportunities in both employment and service delivery.

Desirable:

1. Experience of working with a recognised project management system for recording progress, monitoring timelines and managing project budgets.

2. Knowledge/Experience of scheme managing successful large scale domestic energy retrofit projects. 

3. Knowledge of the retrofit standards framework, in particular PAS 2035. 

4. Knowledge and understanding of policy and practice within health and social care, local government (including Public Health), community development and regeneration and housing, together with an appreciation of current priorities.

5. Knowledge of grant assistance available for energy efficiency improvements to low-income households.


