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Job description: 
Retrofit project officer 
 
Job purpose 
To provide administrative and project management support to Councillors and to the Retrofit 
Co-ordinator in order to promote the development of a thriving low-carbon retrofit supply 
chain in Bruton and its neighbouring parishes.  
 
Duties 

1. Provide administrative and project management support to the Retrofit Co-ordinator 
and to individual Councillors in respect of the Retrofit Project. 

2. Support the Retrofit-Co-ordinator’s promotion of the Project by preparation of 
presentations and other materials, arranging and participating in public events and 
undertaking other promotional activities within the Project area. 

3. Contribute, in consultation with appropriate members and Clerk, to agendas for 
meetings of the Council, committees, Working Groups and with external 
organisations. To attend and minute such meetings, which may be evenings.  

4. Deal with enquiries and comments from the public and from other agencies about 
the Retrofit Project on behalf of the Town Council, answering simple informational 
queries directly and ensuring that more complex enquiries and comments receive a 
timely and appropriate response. 

5. Rapidly develop and maintain a good up-to-date working knowledge of the grants 
available for low-carbon retrofit, in order to:  

a. Provide high-quality advice and assistance to residents to enable them to secure 
grants for which they are eligible. 

b. Identify sources of future funding for the Project, and under the direction of the 
Town Clerk draft and submit bids for that funding. 

6. In liaison with the Retrofit Co-ordinator establish and maintain information systems 
to support the work of the project and record its activities and benefits. 

7. Take responsibility for Project charges to householders (if this is considered 
necessary), issuing invoices, following up and receiving payments, and tracking 
income for the Project. 

8. Keep accurate records of enquiries received and work undertaken in sufficient detail 
to provide evidence to the Town Council and other funders of the impact of the 
project on carbon emissions.  
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9. Prepare and present reports of the work of the project to the Council, neighbouring 
Councils and other bodies as required. 

10. To draw up both on his/her own initiative and as a result of suggestions by 
Councillors proposals for consideration by the Council and to advise on the 
practicability and likely effects of specific courses of action.  

11. Take an active part in all professional support activities and training as required by 
the Council. 

12. Liaise with other staff in Bruton Town Council and neighbouring councils, and in 
particular the Retrofit Co-ordinator, to ensure effective workload planning, project 
development and delivery. 

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

Council. 
 
General 
This is a part-time temporary post, working 14 hours per week for an initial period of 17 
months (which may be extended if and when funding becomes available). The post formally 
reports to the Town Clerk, but on a day-to-day basis the chief working relationship will be with 
the Retrofit Co-ordinator. 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 7-12 (£10.44-£11.53 per hour, 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. 
 
 
 


