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Job description: 
Retrofit assessor / co-ordinator 
 
Job purpose 
To carry out a range of duties to promote the development of a thriving low-carbon retrofit 
supply chain in Bruton and its neighbouring parishes. This will be achieved by promotional 
activities, direct marketing, the delivery of technical services to local residents and 
engagement with relevant local companies and tradespeople. 
 
Duties 

1. Promote the benefits of low-carbon retrofit to residents, local companies and 
tradespeople, developing materials, presenting, marketing and liaising as necessary 
to do so. 

2. Use locally available information about the building stock and its ownership together 
with information provided by the Centre for Sustainable Energy to identify target 
areas likely to have a higher density of ‘early adopters’ of low-carbon technologies. 

3. Provide a range of direct technical services to residents, (to PAS 2035 standards 
where and when applicable): 

a. Accurate and up-to-date independent advice about low carbon-retrofit options; 
b. Detailed high-quality surveys of the thermal performance of their home; 
c. Bespoke home retrofit plans which set out the steps that need to be taken to 

radically improve the performance of their home, with recommended order of 
works and outline of the likely costs and impacts; 

d. Quality assurance of low-carbon retrofitting work that is undertaken; 
e. Advice and support to help residents resolve issues that arise. 

4. Initiate and maintain contact with a range of local construction companies and their 
suppliers to make them aware of the emerging market and the training opportunities 
currently available. 

5. Keep accurate records of work undertaken in sufficient detail to provide evidence to 
the Town Council and other funders of the impact of the project on carbon 
emissions.  

6. Prepare and present reports of the work of the project to the Council, neighbouring 
Councils and other bodies as required. 

7. Take an active part in all professional support activities (eg supervision, peer groups, 
bespoke training) organised by the Centre for Sustainable Energy. 



06/05/2021  Page 2 

Bruton Town Council Retrofit Coordinator job description December 2020 Page 2 of 2 
 

8. Keep up to date with technical and administrative developments relating to low-
carbon retrofit, including new funding streams, changing quality assurance 
requirements etc and ensure that all work carried out is consistent with standards 
applicable at the time. 

9. Obtain any formal qualifications required to ensure that the work carried out is and 
continues to be consistent with applicable standards, including PAS 2035 and any 
new qualifications that may arise. 

10. Liaise with other staff in Bruton Town Council and neighbouring councils, and in 
particular the Retrofit Project Officer, to ensure effective workload planning, project 
development and delivery. 

11. Adhere to Bruton Town Council’s Policies and Procedures. 
12. Undertake such other duties relevant to the role as are reasonably required by the 

Council. 
 
General 
This is a full-time temporary post, working 37 hours per week, for an initial period of 18 
months (which may be extended if and when funding becomes available). The post formally 
reports to the Town Clerk but will receive professional support from the Centre for Sustainable 
Energy. The hours worked will be by arrangement with the Town Clerk. Occasional attendance 
at evening meetings will be required, for which due notice will be given.  
 
The official workplace will be the Community Office in Bruton High Street, but this is not an 
office-based job. Remote working is encouraged. The post-holder will need to get out and 
about in Bruton, and the surrounding parishes, and occasionally travel to other towns to 
attend meetings and training events.  
 
Bruton Town Council is a small organisation. At times the post-holder may be the only 
representative of the Council available to the public, other agencies, and at external meetings. 
Support and guidance will not be continuously available. 
 
Salary will initially be at SCP 28-29 (£32,234-32,910, pay award pending). National Joint 
Council terms and conditions apply. The Town Council offers a defined contribution pension 
scheme which the post-holder may opt into. 
 
 
 


