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	Job Title
	Advice Centre Manager 
	Department
	Home Energy Scotland 

	
	
	
	

	Job Holder
	
	Grade
	4

	

	PART 1: JOB PROFILE

	

	1
	MAIN PURPOSE OF THE JOB

	
	The post holder will effective leadership and management of the Home Energy Scotland advice centre contract, ensuring the Wise Group achieves outcome requirements for all programmes whilst maintaining an excellent standard of service. 
You will be responsible for working with a wide range of stakeholders to ensure the service reaches key customer groups and works in partnership with local and national programmes.

	
	

	2
	POSITION IN ORGANISATION
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	3
	SCOPE OF JOB

	
	· Responsible for the leadership and management of the project team to deliver high quality services and sustain a positive culture
· Manage the performance of the project, ensuring key performance indicators and contractual obligations are achieved

· Develop and maintain effective partnerships and relationships with key stakeholders

· Manage the budget and resources effectively to maximise value.

	
	

	4
	DIMENSIONS AND LIMITS OF AUTHORITY

	
	· Authorise expenditure of up to £5,000 within agreed budgetary activity

· Staff disciplinary responsibility up to final written warning.

	
	

	5
	EXPERIENCE, QUALIFICATIONS AND SKILLS LEVEL

	
	· A degree or qualification at a similar level with relevant experience 
· Project management experience, within a fast paced and multi-faceted environment

· Performance management experience, with a proven track record of achieving strong results
· Proven advanced communication skills, including presentation, coaching and report writing
· Strong people management skills with experience of managing change

· Highly proficient in the use of technology and key software packages

· Experience of stakeholder and partnership management

· Ability to manage budgets and resources.

	
	

	6
	ADDITIONAL REQUIREMENTS

	
	· Some travel will be required within this post
· Ability to work flexibly to meet business needs

· A driving licence is preferred but not essential
· Subject to appropriate security and background checks
· Health, safety and wellbeing are key aspects of all posts and it is vital the post holder has key responsibilities for promoting the health, safety and wellbeing of themselves, colleagues and customers
· Role model for equality, diversity and inclusiveness
· All colleagues should exhibit environmental awareness and adhere to our ISO 14001 management framework

· Individuals are expected to behave in a manner that exhibits the Wise Group values of nurturing positive relationships, acting with integrity, driving growth and engaging through communication.

	
	


	PART 2: DUTIES AND KEY RESPONSIBILITIES

	

	Responsible for the leadership and management of the project team to deliver high quality services and sustain a positive culture
· Manage, lead and develop the team to achieve their full potential in their roles
· Lead a culture of excellence, ensuring service quality and customer experience is a key priority for the team
· Lead a culture of positive attitudes, behaviours and relationships with internal colleagues and stakeholders
· Manage the project team to achieve successful outcomes for our customers.
Manage the performance of the project, ensuring key performance indicators and contractual obligations are achieved
· Develop and deliver annual work plans which includes operational, partnership and marketing plans to achieve contractual targets
· Implement a performance management framework, ensuring a robust approach to performance management to achieve key performance indicators
· Ensure the Wise Group delivers on all contractual obligations
· Responsible for producing management reports
· Ensure all staff have clear performance objectives and responsibilities set with individual performance managed effectively.
Develop and maintain effective partnerships and relationships with key stakeholders
· Work positively and collaboratively with colleagues across the business
· Maintain positive working relationships with colleagues at the Energy Saving Trust and other providers across the Home Energy Scotland network
· Develop relationships with key stakeholders in the sector, representing the service in a positive and professional way
· Manage the delivery of Home Energy Scotland local partnership activity, ensuring effective collaboration with partner organisations
· Represent the service at external events, presentations, groups and conferences.
Manage the budget and resources effectively to maximise value 

· Responsible for managing the project budget and expenditure
· Responsible for ensuring resources are managed in the most efficient and effective way
· Responsible for the recruitment and selection of the project team.
· Any other duties related to the post.
Please note job descriptions within the organisation are currently under review.
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