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JOB DESCRIPTION

	Job title:
	Community Partnership Officer- Home Energy Scotland

	
	
	
	

	Location:
	Across North East Region / Office
	
	

	


PART 1: JOB PROFILE

Hours: Notionally 35 hours per week with flexibility according to the demands of the post


	1
	MAIN PURPOSE OF THE JOB:

	
	To create and maintain relationships with groups/ community groups/partner organisations and key strategic organisations. The role will involve creating partnerships with key stakeholders. 

They will promote national fuel poverty programmes to public bodies, voluntary organisations and community groups with the aim of securing referrals to the programmes as well as encouraging locally based energy efficiency and related projects. 

They will deliver training and events, online and face-to-face, and attend meetings with partners, stakeholders and groups to promote our Home Energy Scotland service.

	
	

	2
	POSITION IN ORGANISATION:

	
	Community Partnership Officer reports to Centre Manager

	
	

	3
	SCOPE OF JOB:

	· 
	· Work with the centre management to create demand and referral mechanisms through key partnerships
· Delivering presentations with accurate and impartial advice to key stakeholders to create interest in partnership with HES
· Research and locate strategic partners, community groups, businesses and organisations and secure referrals to Home Energy Scotland programmes
· Providing training and support to internal and external partner organisations and groups, enabling them to cascade information on our programmes and services to their customers and patients. This will include sourcing training opportunities, managing delivery, and providing follow-up support 
· Provide reports and monitor systems including accurately and in a timely manner ensure data and information is recorded on CRM
· Maintain strategic relationships and provide updates to partners.

	
	

	4
	DIMENSIONS AND LIMITS OF AUTHORITY:

	
	· No financial authority


	
	

	5
	QUALIFICATIONS AND SKILLS LEVEL:

	
	· Degree or equivalent experience
· Experience in a customer facing role
· An understanding of sustainable energy and fuel poverty, as well as wider environmental issues

	
	

	6
	ADDITIONAL REQUIREMENTS:

	
	· Must be able to work outside normal hours as required
· A full driving licence, ideally with access to a car for business purposes
· Responsible for following all policies and procedures in the Integrated Management System (IMS) and where relevant, support in the maintenance and improvement of the IMS concerning Quality, Health and safety, Environment and information security



	PART 2: DUTIES AND KEY RESPONSIBILITIES

	

	
Research and locate strategic contacts to build the HES referral partnership
· Ensure that we are identifying and contacting potential partners across the north east.
· Meeting with strategic people within partners and potential referral partners to create programs and share ideas on how we can create a 2-way referral program.
· Ensure that information and data entered into the customer relationship database is accurate and efficiently maintained. 
· Develop and maintain strong and effective relationships with partner organisations to increase the uptake of the HES services.
· Pro-actively work to develop new partnerships that will generate further demand for HES services, in particular the in-home support
· Maintain an up to date working knowledge of sustainable energy matters and fuel poverty and keep the relevant information, literature and documentation available for review. 
· Provide support and training to staff within the department to ensure all understand the what HES offers and how to successfully refer to HES.

Work with the centre management to create demand and referral mechanisms to aid the delivery of the HES service 
· Participate in design, development, and implementation of operational programmes, to raise awareness of any relevant HES service
· Build relationships and referral mechanisms to identify areas in which to generate additional demand for the HES service
· Work to develop all of the areas of defined business to support advice centre activities, with particular focus on filling gaps, avoiding duplication and replicating good practice.
· Establish a referral network with partner organisations taking full responsibility for referrals including customer interface and processing of applications 

Delivering events, presentations and training
· Identify opportunities for outreach events in order to raise awareness of HES services
· Deliver employee engagement to organisations and raise awareness of this
· Deliver the training internally and externally on HES partnerships and services and portal and support follow up
· Deliver events to key targets audiences in order to generate a greater access to HES services, and to increase outcomes to tackle fuel poverty

Provide reports and monitor systems 
· Ensure all administration relating to activity, including timesheets and flexi-records, is properly carried out and all procedures are followed
· Provide a monthly update to line manager on performance against agreed KPIs and evidence of pro-active strategic engagements
· Submit monthly progress reports, in the agreed format, to main funders and management

	

	Job holder’s signature:
	
	Date:
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