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	Job title:
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_____________________________________________________________________

Main purpose of job

The post holder will provide support across the Net Zero programme of work. 
Support staff across council to deliver the emission reduction elements of the Climate Action Plan and help the council to achieve ambitious carbon reduction and environmental targets. 
Support the delivery of the city-wide programme of work including but not limited to retrofit, heat networks, solar PV and local community energy projects working collaboratively with the Local Energy Systems Advisor and Project Support Officer (PSO – Climate). 
Lead on decarbonisation to build the capacity of departments in developing and delivering Net Zero policies, plans and projects. Provide technical support including drafting papers for CMT and relevant committees and responding to consultations and FOIs as needed. 
Provide inputs for mandatory public body reporting to support the Monitoring and Reporting (M&R) Officer in the collection, collation and analysis of climate information required for reporting purposes. 
The post holder will report to the PSO-Climate and work closely with the Local Energy Systems Advisor and the M&R Officer. The post will be located within a matrix structure to facilitate cross-functional and collaborative working across the broader climate team and maintain a flexible approach and the efficient allocation of resources to enable agile working in a complex, fast-moving environment.
Represent the PSO-Climate on matters within the post’s sphere of responsibility.


Summary of responsibilities and personal duties

1. Support the delivery of specific net zero initiatives, policies, plans and projects arising from the Climate Action Plan specifically on procurement, behaviour change and the capital programme. 
2. Support capacity development of BCC staff to integrate net zero considerations into their respective areas of work. Promote net zero carbon objectives and identify and engage key personnel across multiple departments, co-ordinating projects and initiatives. 
3. Provide technical support to key staff in Place and Economy to support the mainstreaming of key considerations into significant development and regeneration projects to minimise embodied and operational carbon in these projects.
4. Research and analyse technical and policy information to support the council’s response to reduce GHG emissions and provide materials for briefings and presentations. 
5. Support the Local Energy Systems Advisor and the PSO-Climate to develop and deliver a range of projects to reduce greenhouse gas emissions from buildings, transport, business, and commerce and support the development of funding applications to pilot and scale net zero projects.
6. Support the PSO-Climate to catalyse retrofit activity across the city through the Belfast Retrofit Hub; support the Local Energy Systems Advisor to enable heat networks and community energy projects across the city; and work closely with the Local Energy Systems Advisor and the M&R Officer to support the roll out of rooftop solar PV exploring innovative ways to accelerate the uptake across different types of buildings and tenures across the city. 
7. Support the Local Energy Systems Advisor to develop project plans including researching, preparing costings, identifying milestones, assessing risks and undertake monitoring, evaluation, and reporting of project performance. 
8. Support the commissioning and monitoring of consultancy work to support technical feasibility, business cases and other studies.
9. Provide project management support to colleagues delivering net zero projects. Ensure effective project management techniques are applied including implementation plans, risk controls and performance management arrangements to ensure effective delivery of project milestones and outputs.
10. Support the M&R Officer to review, monitor, evaluate and learn from the delivery of net zero projects and provide inputs for public body reporting. Support the development and administration of internal and external project dashboards and MS Project Gannt charts to keep projects on track.
11. Build and maintain excellent working relationships and engagement with departments and other key stakeholders to contribute to the realisation of climate actions and corporate priorities. 
12. Assist with responses to internal BCC briefing and corporate requests for information on net zero related projects, drafting briefing notes, papers for CMT, boards and relevant committees as well as responding to consultations and FOIs as required.
13. Assist with drafting of papers and progress reports to relevant groups and boards in line with established governance arrangements and agreed timescales including: the Climate Programme Board, City Resilience and Climate Committee, City Development and Regeneration Board, the Our Planet Board (and its Strategic Oversight Group), the Belfast Climate Commission and its sub-groups, Retrofit Hub (and it’s Steering Group), Net Zero Belfast Delivery Group and Heat Working Group.
14. Provide information on Net Zero and climate change to a range of audiences using presentations, reports, website, newsletters, and using appropriate forms of communication based on the target audience (including social media platforms). Support on public communications working with the Communications team on written press releases and other media content as needed.
15. Assist with the upskilling of staff to build capacity of BCC across all aspects of the net zero agenda. Organise and deliver training events to build capacity of BCC on the design and delivery of net zero policies, plans and projects. Support programme teams and implementing Departments with technical advice, support and capacity building. 
16. Manage all budgetary and other resources assigned, contributing to the work of the section, including the preparation of an annual estimate, section business plan and the management of approved budgets in line with corporate and departmental policies and procedures.
17. Motivate and manage any staff, that may be assigned, to the postholder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 
18. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.
19. Ensure all policy development, consultations and frameworks comply with the council’s statutory duties under Section 75 of the Northern Ireland Act 1998 and other applicable legislation and the council’s Equality Scheme. 
20. Participate, as directed, in the council’s recruitment and selection procedures.
21. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation.
22. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.
23. Undertake such other relevant duties as may, from time to time be required.

This job description has been written at a time of significant organisational and structural change and it will be subject to review and amendment as the demands of the role and the organisation evolve. Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role. 
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Essential criteria

Qualifications and, or experience 

Applicants must, as at the closing date for receipt of application forms, either: 

· have a third level qualification in a relevant subject such as Engineering, Environmental Science or another relevant field, or equivalent qualification and be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following three areas (a) – (c): or

· be able to demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in each of the following three areas (a) – (c):

a) planning and delivering carbon reduction and, or sustainability policies, plans and projects with knowledge and understanding of mitigation projects and energy systems;
b) project management, specifically multi-stakeholder projects in the energy sector or related fields (energy efficiency, renewable energy, fuel poverty, and low-carbon heating solutions); and 
c) writing reports and effectively communicating project progress to stakeholders.

Desirable criteria

In addition to the above qualifications and, or experience, Belfast City Council reserves the right to short-list only those applicants who, as at the closing date for receipt of application forms:

· in the first instance, either have a third level qualification in a relevant subject such as Engineering, Environmental Science or another relevant field, or equivalent qualification and can demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience or three years’ relevant experience (as outlined above) in each of the aforementioned areas (a) – (c); and
· in the second instance, possess an additional higher-level qualification such as a relevant post-graduate qualification, for example, a Masters in a relevant subject or within a relevant professional discipline, or equivalent.


Special skills and attributes

Applicants must be able to demonstrate evidence of the following skills and attributes which may be tested at interview:

Communication skills: the ability to grasp technical issues and translate them into clear and pragmatic advice and, or programmatic responses, to relate to others at all levels effectively and to communicate with evidence of excellent written and presentation skills. Good interpersonal skills and the ability to work with senior staff from diverse organisations to promote decarbonisation objectives.

Technical knowledge and skills: Interested and passionate about the net zero policy agenda with a desire to pursue a career in this area. Knowledge and expertise in carbon emission reduction. Knowledge of the project cycle. Proficiency in Microsoft Office and project management software, particularly Microsoft Excel and MS Project. 

Team working skills: the ability to work collaboratively within the team and across disciplines and departments, engage effectively in a team environment to support the delivery of innovative solutions in a complex institutional context. 

Planning and organisational skills: proactive with proven ability to prioritise and organise tasks, work at pace to meet project deadlines and deliverables, with varied or conflicting demands and priorities across multiple workstreams. Problem-solving skills with the ability to resolve issues as and when they arise.

Analytical skills: the ability to support the analysis of complex information and exercise critical judgement in arriving at practical solutions.

Project development skills: the ability to contribute towards complex projects, funding applications and business cases involving multi-year timeframes and multiple staff with experience of planning and monitoring projects and budgets.

Capacity building skills: the ability to help others make good use of research and, or evaluation evidence and support capacity development across departments to meet climate commitments. Skills to train, mentor, and coach non-specialists to understand and strengthen monitoring and evaluation in their work.

Political sensitivity skills: the ability to maintain sound relationships with elected representatives, displaying political sensitivity, maintaining an unbiased approach and a positive public relations image. 

Budget management and financial awareness skills: the ability to support the management and monitoring of project budgets, with awareness of financial administration and probity requirements.
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