[image: image1.jpg]Nottingham
City Council

i&.





Job Description

	Job Title: Retrofit Delivery Manager



	Department: 
	Environment and Sustainability

	Service:
	Carbon Reduction Projects and Policy

	Grade: 
	

	Contract:
	Fixed term, 24 months

	Post reference number:
	

	

	1 Job purpose
To manage the Greener HousiNG Retrofit Team and lead the delivery of grant funded home energy improvements for the Carbon Reduction Projects and Policy Service. The Greener HousiNG Team has delivered over 1200 energy efficiency measures across the city. The post’s substantive role is to act as Project Manager for the Warm Homes Local Grant project and subsequent grant funded domestic retrofit schemes. The role is part of the Service Management Team and has a wider remit in coordinating energy efficiency works that will help to meet the fuel poverty and green growth targets of the organisation.

	

	2 Principal duties and responsibilities

	1. Working with the Head of Service, take overall responsibility for the successful delivery of grant funded domestic retrofit projects, with annual budgets over £3m capital and £500k revenue. 
2. Budget holder for grant funded energy efficiency domestic retrofit schemes, with responsibility for forecasting, reconciliations and audits. 

3. Lead Project Management activities, including management of suppliers, supported by the Contract Manager, whom they will line manager.
4. Ensure that procurement, financial monitoring and data handling are compliant with funder and NCC policy, with a key focus on financial management of budgets in excess of £7m.
5. Ensure compliant contracts are in place to deliver the retrofit projects, requiring liaison with legal and procurement teams.
6. Ensure the resources are in place to deliver the projects, including that the retrofit team are adequately trained and supported.
7. Manage the assigning, monitoring and workflow of tasks; setting team and individual targets as required.

8. Ensure that funding requirements are met and installations meet relevant industry standards.

9. Proactively manage the Project Management Office, anticipate problems before they happen, suggest ways to reach project goals under constantly changing circumstances and report them to the Head of Service.

10. Maintain a risk register and ensure that risks are well managed and escalated to the Head of Service with recommendations for management where required.

11. Lead on identifying any discrepancies in the legal, statutory and other relevant provisions governing or affecting projects and services.
12. Lead, develop and maintain the relationship with the funders, such as the Midlands Net Zero Hub. Ensure that monthly reporting and complex data requirements are met and risks are raised as required. 

13. Ensure that effective project communications and marketing are in place.
14. Lead project reviews and quality assurance procedures, as well as health and safety assessments.

15. Manage complaints in a logical and empathetic manner including face-to-face meetings with unhappy residents when required.
16. Responsible for the strategic development of retrofit projects, including into new areas such as the ‘Able to Pay’ market.
17. Responsible for all performance management reporting at Directorate and Corporate levels, meeting all necessary reporting deadlines.
18. Ensure NCC’s representation in regional retrofit discussion, such as the East Midlands Retrofit Strategy, and work collaboratively across the region on retrofit projects.
19. Ensure that NCC has up-to-date data on the interconnections between retrofit and associated areas such as fuel poverty or health and wellbeing, ensuring best practice in this area.
20. Prepare funding applications to secure future funding.
21. Collaborate and share knowledge with colleagues across the Service and undertake a coordinated and flexible role as necessary to meet the objectives of the wider Directorate.
22. Support the Head of Service with implementation and delivery of wider NCC priorities, including the Fuel Poverty Strategy and Carbon Neutral Strategy Board, particularly the Built Environment theme.

23. 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.

	

	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 General Data Protection Regulation 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: 
Principal Energy Projects Officer/Contracts Manager – H
Senior Energy Projects Officer – G
Energy Projects Officer - F



	

	

	7 Post holder’s immediate supervisor:  Head of Service 

	

	Prepared by/author: Catherine Judge 
Review Date: 20/03/2026

	Job title: Energy Projects 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: Retrofit Delivery Manager



	Department: 
	Environment and Sustainability

	Service:
	Carbon Reduction Projects and Policy

	Grade: 
	

	Post reference number:
	

	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Knowledge / Technical Requirements


	Significant experience in the application of Project Management practical techniques to enable monitoring and control of individual programmes and projects.
	
	(
	
	(
	

	
	Experience of delivering large scale renewable energy programmes including solar PV, insulation and whole house retrofits.
	
	(
	
	(
	

	
	In depth experience and understanding of the design of domestic energy efficiency systems such as solar PV, air source heat pumps and insulation measures.
	
	(
	
	(
	

	
	Experience of developing and communicating new strategic initiatives and directions
	
	(
	
	(
	

	
	A proven track record of being responsible for achieving targets to meet funding criteria.
	
	(
	
	(
	

	
	A proven track record of identifying and securing funding streams.
	
	(
	
	(
	

	
	Ability to provide technical advice and recommendations to support project proposals: ability to provide advice and recommendations for EPC and PAS2035 (or current equivalent) compliance. 
	
	(
	
	(
	

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

	
	Awareness of the legislation surrounding the energy sector; understanding of energy markets and their drivers.
	
	(
	
	(
	

	
	Ability to write compelling business cases.
	
	(
	
	(
	

	
	Energy/environmental degree or equivalent. Retrofit Co-ordinator qualification advantageous.
	
	(
	
	
	(

	Performance
	Experience of delivering projects ensuring agreed deadlines, costs and outcomes are realised; extensive budget management experience.
	
	(
	
	(
	

	
	Strong analytical and reporting skills, including maintaining and analysing complex data sets.
	
	(
	
	(
	

	
	A proven track record of managing and de-escalating risks.
	
	(
	
	(
	

	
	Experience of supervising contractors to deliver energy efficiency projects.
	
	(
	
	(
	

	Partnership Working
	Experience of facilitating requirements of stakeholders, funders, suppliers and partners, to efficiently deliver a range of projects.
	
	(
	
	(
	

	
	Ability to set clear performance measures and structures to track team performance, tackling any issues that arise.
	
	(
	
	(
	

	
	Ability to build effective relationships and build support among colleagues and community partners from diverse backgrounds.
	
	(
	
	(
	

	
	Ability to communicate with a wide variety of colleagues, suppliers and citizens, including explaining technical requirements in plain English.
	
	(
	
	(
	

	
	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
	Self-motivated, conscientious and able to motivate other staff, particularly within the project team. An ability to work flexibly to changing demands and tight timescales.
	
	(
	
	(
	

	
	Experience of effective team management to deliver targets. An ability to manage the workload of others in order to meet project and team requirements.
	
	(
	
	(
	

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

	
	A proven ability to deliver to tight timescales, manage own priorities and work under pressure with a number of different stakeholders.
	
	(
	
	(
	

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

	
	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
	
	(
	
	
	

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

	
	The ability to visit and inspect buildings and construction sites.
	
	(
	
	
	

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

	

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



