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St Werburghs Community Centre – Energy Efficiency Project Officer
Job Description & Person Specification

Part time, 6 months fixed term contract
Purpose of job: To provide admin support to the Energy Efficiency Project, lead project community engagement and contribute to our 10-year Strategy.
Salary: £16.67 per hour

Hours: 15 hrs per week, exact days flexible to meet the demands of the project.

Start Day: As soon as possible Jan 2025 at the latest  

Probationary period: 6 weeks

Accountable to: Centre Director

Based at: St Werburghs Community Centre, Horley Road, Bristol, BS2 9TJ
Benefits: Training, Employee Assistance Programme, Pension, company sick pay
About SWCA

St Werburghs Community Centre is one of Bristol’s busiest and most loved community buildings. It offers a range of meeting rooms and event spaces within its beautiful Victorian building and the modern eco-friendly annexe. The team and the board are delighted to have secured funding from VCSE Energy Efficiency Scheme to install energy efficiency measures including Solar PV and improvements to heating.  We are also at an exciting point having secured The National Lottery Reaching Communities funding and working on our 10-Year Strategy to ensure the Centre’s long-term sustainability. 
St Werburghs Community Association prides itself on being one of the most inclusive organisations in the City, and our commitment to EDI includes seeking and welcoming applications from individuals who represent our diverse community. 

We are a registered charity and our mission is to provide high quality facilities and a range of activities, accessible to all sections of the community and to continue to develop and improve the buildings so as to meet the changing needs and expectations of the community, both now and in the future, in order to enhance local services for residents, particularly for people who are disadvantaged, vulnerable or who face difficulties accessing provision appropriate to their particular needs and circumstances. 
Access to equal opportunities, commitment to environmental sustainability and responding to local people’s needs drives our charitable work, which focuses on ensuring that local people enjoy a high quality of life, are able to achieve their economic, social and educational goals, and are part of a strong, prosperous and caring local community. The upcoming Energy Efficiency Project, as well as capital maintenance works will improve the facilities and accessibility for the Centre users, as well as create a better, and more efficient working environment for our Member groups, and their service users and clients.
Summary of the Energy Efficiency Project and the role 

The Energy Efficiency Project is intended to carry out improvements identified via WECA Carbon Survey and Independent Energy Assessment. The funding secured to date is sufficient to include most measures (Solar PV, Smart TRVs, boiler optimisers) but additional funds are needed to fulfill our plans and simultaneously carry out some essential building repairs (leaks, damp) which have direct impact on the energy efficiency and user experience.

Being a community-led organisation, we wish to bring local people on our journey by involving the community in ongoing communications via blogs, social media and radio, but also at community events and wider Bristol networks. We want others to be inspired and we want our journey to be easily accessible and shared with others across the city, and beyond. 

We are seeking to appoint someone who recognises the value of positive communications and partnership working, and who will have the Centre’s interest and vision at heart. We hope that by having this post holder at this time we they will be able to contribute to our 10-Year Strategy ensuring it is ambitious and achievable. 

Main purpose of the job:

· Admin support to the Energy Efficiency Project: to include mapping the journey, seeking external advice, supporting decision making, fundraising and project planning.
· Leading the Energy Efficiency Project Community Engagement & Communications for wide range of audiences using range of media to include blogs, vlogs, radio, copy and socials content.
· Organising, hosting and representing SWCC at Events: our own Green Feast & Open Day, working in partnership with external partners, attending Bristol Green Mingle and relevant events, information sharing and seeking support.
· Feeding into SWCA 10-Year Strategy ensuring that we set ambitious goals and objectives for Environmental Sustainability and have 2-year plan and funding strategy in place to achieve them.
· Any other tasks related to long-term environmental sustainability of the Community Centre, supporting the work on Preventative Maintenance Plans led by Facilities Coordinator. 

Tasks
· Act in the interest of the Centre, and the Centre Users, to ensure the project is delivered to meet stakeholder needs within the timescales and budgets outlined in the project funding requirements. 

· With the Facilities Coordinator, review the Energy and Accessibility aspects of the scope of works for the project. 

· Assist in the project planning for the Energy Efficiency Project in liaison with the Director, Facilities Coordinator and contractors and consultants. 
· Carry out Community Engagement activities in relation to the Energy Efficiency Project to include seeking external advice, running consultations, surveys and focus groups, supporting decision making and project planning.
· Network to seek advice and share information about: energy, who you might collaborate with on an energy project, the supply chain to develop energy projects, how to find tradespeople to help with energy projects.
· Record data on: Carbon reduction (tCO2e per year), Energy bill savings (£/year).
· Collect data on the impact of the project including: local people directly impacted & engaged, number of people trained or who attended events, number of people who became volunteers.

· Collect data on skills development and local collaborations including: number of training/skills opportunities through work placements etc., number of jobs created (direct / indirect; e.g. through contracting out work) and number of local organisations / stakeholders collaborated with.
· Work with Centre Director and Communications Manager on publicity and communications in relation to the project.
· Undertake monitoring and evaluation in liaison with Centre staff.
· Feed into SWCA 10-Year Strategy ensuring that we set ambitious goals and objectives for Environmental Sustainability and have a 2-year plan and funding strategy in place to achieve them.

· Any other relevant tasks related to the Energy Efficiency Project, as required. 

· To undertake any other duties as may from time to time be required.

· To work within St Werburghs Community Association’s Health and Safety, GDPR, Safeguarding, Sustainability and Equal Opportunities Policies.
Person Specification

Essential

· An interest in and commitment to Energy Efficiency and sustainability. 
· Experience in communications roles.  
· Experience in community engagement.
· Excellent IT skills including Word, Excel and Powerpoint.
· Excellent communication skills including drafting written reports and delivering verbal and written briefings to others. 
· Must be reliable, well organised and prompt.
· The ability to prioritise their own workload and be proactive.

· Committed to the aims of the project.
· Commitment to the values of equal opportunities.
· The confidence to work alone without supervision.

Desirable

· Experience of facilities management.
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