Job Description

	Job Title: Senior Energy Projects Officer
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	Department: 
	Environment and Sustainability

	Service:
	Carbon Reduction, Projects and Policy

	Grade: 
	G

	Post reference number:
	DG0414

	

	1 Job purpose
This is an exciting opportunity to work across Nottingham City Council’s extensive solar portfolio, including approximately 40 commercial buildings and 3,500 domestic properties across the city with solar PV installations
The Senior Energy Projects Officer will be responsible for supporting the Solar Energy team and management in overseeing the performance, development, and expansion of Nottingham City Council’s domestic and commercial solar assets to maximise renewable energy production and Feed-in-Tariff revenues that will help to meet the council’s Carbon Management Plan targets to reduce energy consumption, cost and carbon emissions. 

	

	2 Principal duties and responsibilities

	1. Lead the analysis and reporting of Nottingham City Council’s renewable energy assets, with a focus on identifying trends, performance gaps, and opportunities for optimisation across the portfolio
2. Oversee and maintain the Council’s solar asset register, ensuring it is accurate and updated with all new installations and key technical data.
3. Produce strategic management reports and key performance indicators on solar generation and FiT revenues, providing insights to inform investment decisions and asset planning
4. Provide performance reporting for underperforming or inactive systems, working closely with the solar maintenance engineer and external contractors to ensure faults are resolved efficiently.
5. Produce and present quarterly maintenance reports for internal stakeholders and external clients, providing updates on performance, issues resolved, outstanding actions, and planned works to team lead

6. Lead on spend control submissions and ongoing financial management, ensuring solar-related expenditure aligns with budgets, internal approvals, and financial governance requirements
7. Manage the Feed-in-Tariff submissions and respond to all queries within a timely manner
8. Provide management information and key statistics on solar performance and Feed-in-Tariff revenue expectations and actual funds received 

9. Lead stakeholder engagement by liaising with domestic tenants, homeowners and commercial building managers to schedule re-active and pro-active solar maintenance appointments and track outcomes
10. Work closely with the solar engineer to provide support with analysis, scheduling and problem solving
11. Monitor and track all maintenance spend on the solar management database
12. Solar PV maintenance budget management, to include but not limited to:
· Internal budgets and client budgets (Housing services)
· Tracking all spend and ensuring budgets are not exceeded with contractors 
· Contractor financial discussions consideration and approval of variations
· Validating all incoming invoices and checking works have been completed 
· Financial/budget reporting to internal senior management and clients
· Spend forecasting to aid solar hub forecasting 
· FiT income analysis and forecasting 
· FiT submission query resolution & management
13. Contract Coordination
· KPI tracking

· Performance management 

· Urgent Health and safety concerns 

· Tracking Invoice & Spend 

· Documenting contract meeting actions on areas of Health & Safety issues, priority of works, and other operational issues and concerns 

14. Manage client relationships across Housing Services and other internal stakeholders in relation to solar Operation & Maintenance (O&M) and Power Purchase Agreements (PPAs), ensuring service expectations are met and accurate, timely PPA invoices are produced and issued

15. Lead reviewing and disseminating feedbacks on technical documenta review such as comment on risk assessments and method statements, ensuring safe and effective work practises
16. Provide technical support by identifying council-owned suitable buildings that would benefit from renewable technologies, such as solar PV, supporting the Nottingham City Council's carbon reduction ambitions.
17. Assist the project team by producing technical drawings showing the proposed solar PV design and potential output of the system(s)
18. To support the reporting of progress through Performance Management framework at team levels, meeting all necessary reporting deadlines 
19. To help develop procedures around data gathering and control of data to enable management information to be presented

20. To collaborate and share knowledge with colleagues in Carbon Reduction, Energy & Sustainability and undertake a coordinated and flexible role as necessary to meet the objectives of the wider service area

21. Undertake the administrative and organisational tasks essential to the post, using software packages – including word-processing, spreadsheets and databases, and where appropriate, developing systems that improve the efficiency of the solar hub
22. Provide support and advice as required to ensure wider business continuity and emergency planning and undertake any other tasks which are reasonable as directed by the Head of Service

23. Responsibility of managing 1 Business Support Officer and 1 Data Collector (when appointed), providing support and line management duties


	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	5 Numbers and grades of any staff supervised by the post holder:  2: Business support officer at grade C and data collector at grade C

	

	6 Post holder’s immediate supervisor: Solar Hub Team Leader 

	

	Prepared by/author: Eniola Olaniran
Date: 30th June, 2026

	Job title: Principal Solar Energy Lead


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:
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Person Specification
	Job Title: Senior Energy Project Officer



	Department: 
	Energy Projects

	Service:
	Carbon Reduction, Energy & Sustainability

	Grade: 
	G

	Post reference number:
	DG0414

	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
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	Knowledge / Technical Requirements


	Ability to provide technical renewable energy advice and recommendations to support service development proposals.
	
	(
	
	(
	

	
	Experience of working in an energy function and engaging with other service areas such as finance, property, maintenance and transport
	
	(
	
	
	

	
	Strong analytical and reporting skills to identify anomalous data and discover the reasons driving change
	
	(
	
	(
	

	
	Awareness of the legislation surrounding the renewable energy sector
	
	(
	
	(
	

	
	Understanding of energy markets and their drivers
	
	(
	
	
	

	
	Ability to analyse and interpret complex energy data 
	
	(
	
	(
	

	
	Energy/environmental degree or equivalent work experience
	
	(
	
	
	(

	
	
	
	
	
	
	

	Performance
	Experience of facilitating requirements of stakeholders and partners, to efficiently deliver a range of projects.
	
	(
	
	
	

	
	Experience in managing a wide range of stakeholders; contractors, technical engineers, consultants and commercial partners
	
	(
	
	
	(

	Partnership Working
	
	
	
	
	
	

	
	Self-motivated, conscientious and able to motivate other team members
	
	(
	
	
	

	
	Provision of clear, concise reports and advice to clients and senior departmental managers
	
	(
	
	(
	

	
	Experience of prioritising competing interests with a number of different stakeholders
	
	(
	
	
	

	
	
	
	
	
	
	

	Leadership and Management
	Ability to analyse complex data, identify solutions, draw conclusions and communicate the decisions taken
	
	(
	
	(
	

	
	Have experience as a facilitator, co-ordinating and orchestrating workshops and project meetings
	
	(
	
	
	

	
	Ability to support service delivery to a diverse range of stakeholders, promoting good relations and equality.
	
	(
	
	(
	

	Work to promote mutual respect and good relations
	Ability to provide analysis and recommendations that support constructive change to service delivery.
	
	(
	
	
	

	
	Understanding of and commitment to Nottingham City Council’s core values of Equality and Diversity
	
	(
	
	
	

	
	Willingness to comply with Nottingham City Council non-smoking policy.
	
	(
	
	
	

	Work related circumstances
	The ability to visit and inspect buildings and construction sites to undertake detailed surveys, while adhering to all health and safety policies and procedures 
	
	(
	
	
	

	
	The post holder will on occasions be required to attend meetings outside of normal working hours
	
	(
	
	
	

	
	
	
	
	
	
	

	

	


