Job description







	Job title: Senior Carbon Neutral Policy Officer 
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	Directorate: Community, Environment and Residents
Division: Environment and Sustainability
Grade: G
Post reference number: 

	

	1 Job purpose

· To lead the development of energy, climate change and other sustainable development policies, strategies and targets, and ensure they are met. 
· To develop, implement and advise upon environmental and sustainability initiatives and policy, and support the integration of sustainable principles and practices within Council services and through partnership-focused initiatives.
· To support the delivery of the Council Plan objective of achieving a Carbon Neutral City by 2028, assisting the Carbon Neutral Policy Manager and the CN28 & Air Quality Strategy Board with technical and project support.


	

	2 Principal duties and responsibilities

	

	1 To lead the development of plans to deliver carbon neutral status to NCC and the city of Nottingham.
2 To work collaboratively with colleagues across NCC, and with stakeholders around Nottingham and beyond, to ensure strategy documents are ambitious but deliverable, and have strong buy-in from across the city.
3 To identify funding opportunities to help meet ambitions on energy, fuel-poverty, waste and climate change, and support the Carbon Neutral Policy Manager in taking advantage of those opportunities through, for example, developing funding bids. 
4 To support the Carbon Neutral Policy Manager and members of the CN28 & Air Quality Strategy Board with technical and project support in order to ensure that organisation change, and actions found within the Carbon Neutral Action Plan are delivered.
5 To lead with monitoring and reporting progress against the Carbon Neutral Action Plan, providing analysis and insight to support with development of the Plan and other key energy and sustainability policies.
6 To maintain an up-to-date knowledge of approaches to energy, sustainability and climate change, provide data insight and analysis in relation to energy and carbon plans, and provide a range of timely briefings for decision makers, as required. 
7 To represent the Council on sustainable development and climate change issues at a range of forums, as required, including engaging with citizens, partners and stakeholders to raise the profile of the Carbon Neutral agenda.
8 To contribute to initiatives that help raise the Council’s and Nottingham’s profile as a leading city on climate change and sustainable development.
9 To collaborate and share knowledge with colleagues across the council and undertake a coordinated and flexible role as necessary to meet the objectives of the wider service area.
10 To lead the development and management, of relevant consultancy work on policy, strategy and research that contributes towards sustainability, energy and climate change goals.
11 Undertake the administrative and organisational tasks essential to the post, using software packages – including word-processing, spreadsheets and databases – and systems and, where appropriate, developing systems that improve the efficiency of the section.


	

	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. All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way. All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 

	

	5. 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.

	

	6 Numbers and grades of any staff supervised by the post holder:
1x F Grade Officer. Occasional supervision of work experience and student placements

	

	6 Post holder’s immediate supervisor: Carbon Neutral Policy Manager.


	

	Prepared by/author: Jorge Santana		Date: May 2025

	Job title: Carbon Neutral Policy Manager


	

	



	
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:								Date:






Person specification





	Job title: Senior Carbon Neutral Policy Officer
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	Directorate: City Development and Growth
Division: Carbon Reduction, Energy and Sustainability
Grade: G
Post reference number:

	

	Areas of 
responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Knowledge and Technical Skills
	Knowledge of climate change, energy and sustainable development policy
	
	x
	
	
	

	
	Education to degree level in a related discipline 
	
	
	
	
	x

	
	Ability to work as part of a team to facilitate change according to circumstances
	
	x
	
	x
	

	
	Proficiency in the use of information technology (standard Microsoft Office applications) and internet–based skills
	
	x
	
	
	

	
	Ability to plan ahead, manage projects and organise a complex workload
	
	
	
	x
	

	
	Experience of solving practical problems with cost effective solutions
	
	x
	
	x
	

	
	Ability to think creatively to identify solutions
	
	
	x
	
	

	
	Ability to apply analytical skills to provide insight and evidence for policy making
	
	x
	
	x
	

	

	Areas of 
responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Communication and Teamwork
	Ability to develop and maintain effective working relationships with colleagues across NCC  
	
	x
	
	x
	

	
	Ability to develop networks in organisations around Nottingham and beyond
	
	
	x
	
	

	
	Ability to work on own initiative with minimum supervision within a team environment
	
	x
	
	x
	

	
	Ability to use persuasion, diplomacy and negotiation to achieve results
	
	x
	
	
	

	
	Ability to communicate effectively and appropriately in different media with different audiences, including senior managers and decision makers
	
	x
	x
	
	

	
	Ability to translate technical language and concepts into plain English
	
	
	x
	
	

	
	Ability to write and present information clearly, accurately and succinctly
	
	
	x
	
	

	Work to promote mutual respect and good relations
	Experience of developing positive relationships with relevant stakeholders

	
	x
	
	
	

	
	Awareness, understanding and commitment to the pursuit of equality in terms of service delivery
	
	
	
	x
	

	Work Related Circumstances
	Able to work outside normal office hours as necessary to fulfil the duties of the post
	
	
	
	x
	

	
	
	
	
	
	
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence
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