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	Job Title:
	Energy Projects Programme Officer

	
	Service Area:
	Energy Planning and Coastal Management

	
	Team:
	Energy Projects

	
	Salary:
	Band 5 (SCP 18 to 23)



Job Description

Main Purpose of Job:  
To provide support to the Energy Projects Team, ensuring the effective day to day co-ordination of the team’s activities to ensure delivery of the team’s aims and objectives. 
To support the Programme Manager and Energy Projects Manager to ensure deadlines are met by all colleagues and team members (including across service areas), calendars are organised, invoicing/payments are made promptly and accurately, and delivery of the Council’s role in responding to Nationally Significant Infrastructure Projects (NSIP) and determining other major energy projects are achieved in a timely manner.  
Working with the Programme Manager, act as a central point of contact for the Energy Projects Team. This will include management of relationships with the public, customers, internal teams/services, project developers, and elected members of the authority.
There may be occasions where work will need to be undertaken across Authorities such as the County Council or Suffolk Coast and Heaths AONB office. 
Our Values:
You will be expected to work in line with our values which are:
	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly and economically

	United - Whoever we work with, we work as one team




Key Responsibilities:
1. To work closely and liaise with the Energy Projects team to ensure the key work tasks are undertaken on a day-to-day basis to meet relevant targets and deadlines. 

2. To manage and deal with the day to day supporting of the Energy Projects Team, and other colleagues working on NSIP Energy projects by answering phone calls, receiving post, monitoring email inboxes, responding to enquiries, organising meetings, and trips as required.

3. To manage /deal with / generate invoicing and financial processes and any other financial resources as and when necessary, in accordance with corporate procedures. 

4. To undertake research, prepare correspondence, newsletters, reports, briefing notes and to ensure the production and despatch of all required documents / letters / or information associated with any submission or enquiry received and to ensure these are produced in accordance with agreed timescales and procedures. 
 
5. To plan for, arrange, and organise meetings where appropriate and attend such meetings as required by the Head of Service, Programme Manager or Energy Planning Manager. 

6. To develop and maintain good working relations with Elected Members, Officers and External Partners / Bodies.

7. To ensure security / confidentiality of information is maintained.

8. To attend meetings, prepare agendas, collate reports, and produce clear and concise minutes / notes where required and any associated administrative tasks.

9. To manage an efficient electronic filing and document management system for all Energy Projects Team documents. 

10. To be responsible for the required corporate/strategic updates, Health and Safety systems / processes for the Energy Projects Team and co-ordinate assessments / tests as required, ensuring all staff have received the appropriate level of training. 

11. To organise and arrange travel requirements for Energy Projects team members as and when required.

12. In conjunction with the Programme Manager and Energy Projects Manager and team members, to review and update the appropriate pages of the Council’s website in accordance with the requirements of the Energy Projects Team, including publication of minutes in a timely manner.

13. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.

14. To promote and adhere to the workplace values of our organisation.

Line Manager:	 Energy Projects Programme Manager
Responsible for:  N/A

Political Restriction:
This post is politically restricted under the Local Government and Housing Act 1989 and postholders are prohibited from seeking public election, holding political office, writing or speaking publicly on matters of political controversy.

Note:	This is a description of the job as it is constituted at (August 2026) but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.

Person Specification
	
	Essential
	Desirable

	Knowledge and Experience:
	· Experience of minuting / notetaking, preferably in a local authority environment.
· Relevant administrative support experience.
· Experience of arranging and co-ordinating events.
· A working knowledge of Windows / Word /Office based software.
· Political awareness and sensitivities to working in a political environment at the highest levels.

	· An understanding of Local Government procedures and administrative systems.
· Experience of working with the public and elected members. 
· Knowledge of East Suffolk Council area and structure. 
· Awareness of a wide range of planning issues.
· Knowledge of Nationally Significant Infrastructure Project procedures.
· Understanding of IT administrative systems such as Idox.


	Skills and Abilities:

	· Ability to work on own initiative as well as part of a team, and to show a commitment to team working.
· Good communication skills (oral and written).
· Ability to build and maintain effective working relationships, with other officials, external agencies, elected members, and the public.
· Good organisational skills with ability to manage changing and sometimes conflicting priorities.
· Computer literate.
· Good numerical skills.
· Accuracy and attention to detail.
· Ability to work under pressure and meet strict deadlines.

	· Ability to problem solve when using computer systems. 


	Education and Training:
	· Education to degree level (or equivalent) 
· Minimum of 4 GCSE’s including English Language and Maths.

	· Evidence of the practical application of continuing professional development.


	Other Requirements:
	· A commitment to own development and to supporting training and development initiatives.
· Flexible and willing to work outside of normal working hours if required.
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