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Job Information Pack 
 
This pack contains the following information: 
 

• Job details 

• The application process 

• Contact details 

• Information about Changeworks 

• Information about the team the job is based with 

• Job description 

• Person Specification 
 

Job details  

Job title CARES Development Officer (Highland) 

Job reference CDEVO FW 

Secondment details N/A 

Location Fort William (preferred) or Inverness  

 
 

The application process 

Application deadline 11.30 am 28 June 2018 

Interview date 13 July 2018 

Interview location Changeworks Office, Fairways, Inverness 

Interview format and length 
45 mins. 10minute presentation on related subject, with a 
number of interview questions, 

  
 

Contact details 

Completed  
application  
forms 
for this job 

 
Recruitment 
Changeworks 
36 Newhaven Road 
Edinburgh 
EH6 5PY 
 
Or recruitment@changeworks.org.uk 
 

General enquiries about this 
job 

HR Edinburgh 0131 555 4010 

For an informal discussion 
about this job 

Rab Lees – CARES Project Support Manager 
Rab.Lees@localenergy.scot 
01397 719276 

 

mailto:recruitment@changeworks.org.uk
mailto:Rab.Lees@localenergy.scot
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About Changeworks  

We are one of Scotland’s largest environmental charities – a thriving social enterprise with 
almost 30 years’ experience in sustainability. We work with organisations, communities and 
individuals to deliver practical solutions that reduce carbon emissions, fuel poverty and waste by 
managing resources more efficiently. 
 
We are a national organisation with around 200 employees and volunteers in Edinburgh, 
Inverness, Shetland, Orkney, the Western Isles and Argyll.  
 
Passion, integrity, innovation, collaboration and empowerment are the values which drive us. We 
aim to inspire and enable people to live and work more sustainably. 
 
Changeworks Services 
 
Changeworks was previously known as Lothian and Edinburgh Environmental Partnership 
(LEEP), which in turn had its roots in Lothian Energy Group set up in the 1980s.  
 
Our services include: 

• Changeworks Recycling: offering businesses a complete waste and resource 
management service. A social enterprise owned in equal partnership by Changeworks 
and Forbes Connor. 

 

• Consultancy services: including research and evaluation, energy surveying, modelling 
and analysis and behaviour change programme planning, training and evaluation. 

 

• Project design and delivery: including impartial advice and support for householders 
and communities to improve energy efficiency and tackle fuel poverty and waste. 

 

• Programme management: offering project management and quality assurance services 
to deliver successful, large scale energy efficiency programmes with partners, including 
Local Authorities and housing associations. 

 

• Home Energy Scotland advice centres: supporting householders, community groups, 
businesses, local authorities and registered social landlords with improving sustainable 
energy, transport and water use. Funded by the Scottish Government, Changeworks’ 
delivers Home Energy Scotland  advice centres in the South East of Scotland and 
Highlands and Islands on behalf of Energy Saving Trust.  

 

• Local Energy Scotland: helping community groups, rural businesses and land 
managers, become more involved in community renewables, whether a community 
owned scheme or a large-scale commercial project. An independent network funded by 
the Scottish Government, Changeworks is part of a consortium led by the Energy Saving 
Trust, responsible for delivering the Local Energy Scotland contract.  

• Government and delivered by the Energy Saving Trust. 
 

 Changeworks: Maintaining High Standards 
 
Changeworks is a Living Wage Employer. We retain the Investors in People and Investing in 
Volunteers national standards and the international environmental management accreditation 
ISO 14001. Changeworks is a Cycle Friendly Employer and achieved both Scotland’s Best 
Workplaces Award and Special Category Sustainability in Excellence Award in 2012.  

 

http://www.energysavingtrust.org.uk/scotland/Take-action/Home-Energy-Scotland
http://www.localenergyscotland.org/
http://www.livingwage.org.uk/
http://iipscotland.investorsinpeople.co.uk/
http://iiv.investinginvolunteers.org.uk/inyourcountry/iiv-scotland
http://iiv.investinginvolunteers.org.uk/inyourcountry/iiv-scotland
http://www.cyclingscotland.org/our-projects/award-schemes/cycle-friendly-employer
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About the CARES Team 

 

Introduction and context:  The position is to be an employee of Changeworks and a member 
of the Local Energy Scotland Team delivering the Scottish Government’s Community and 
Renewable Energy Scheme in the Highland Area of Scotland. The position shall be for a 
minimum period of nine months (may be extended to 12 months) and shall be based in either 
Fort William (preferred) or Inverness 

 

Team aims:  To encourage and assist the development of local and community ownership of 
renewable energy across Scotland and to help maximise the benefits to communities of 
renewable energy systems - whether commercial or community-owned. 

 
CARES aims to accelerate progress towards the Scottish Government’s target of 1GW of 
renewable energy to be locally or community owned by 2020, and to assist with delivering the 
Scottish Government's Energy Strategy through the provision of loan finance, grant funding and 
specialist advice. 

 

Team activities: We help communities and rural businesses with: 

• Free advice and support to develop renewable energy schemes or to secure and 
manage income from renewables, 

• Advice on CARES funding streams, 

• Support to access CARES (grants and development loans), 

• Support to access the Energy Investment Fund (post-consent loans). 

 

Resources: Local Energy Scotland operates an internal team of c.15 people covering all of 
Scotland. The team comprises: a network of Local Development Officers, a team of energy 
systems specialists, a team dedicated to shared ownership project opportunities and community 
benefit from developer led schemes and a fund and administration team. 

 

In addition to this Local Energy Scotland also has external specialist contractors to assist in the 
delivery of the CARES programme. These include: Ricardo; Foundation Scotland and Snell 
Bridge.   

 

Local Energy Scotland also hosts other resources aimed at enabling communities and rural 
SME’s to help themselves on their Local Energy Scotland website. 

 

 
 

http://www.gov.scot/Topics/Business-Industry/Energy/energystrategy
https://www.localenergy.scot/resources/
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Job Description 

Job title CARES Development Officer 

Job reference CDEVO FW 

Salary and grade 
£25,398 - £28,119 per annum (plus 8% employer pension 
contribution) 
 

Location of job Fort William (preferred) or Inverness  

Hours and terms 35 hours per week.  9 month Maternity Cover (may be extended)  

Holiday terms 26 days per annum plus 9 public holidays 

 

General terms and conditions 

• Changeworks operates a flexi-time system with core hours. There are no overtime 
payments for this post. 

• You may need to undergo a Disclosure Scotland check depending on the requirements 
of the post. Depending on the nature of any convictions that may be disclosed, 
Changeworks reserves the right to terminate employment with or without notice. 

• All of the responsibilities outlined below will be reviewed and modified as necessary 
through consultation with line managers. 

 

Responsible to CARES Project Support Manager 

Responsible for Nil 

 

Purpose of the job  

Main objectives and 
goals 

• Promote, advise and support local community groups and 
rural businesses to apply for CARES and other 
appropriate funding to support them to implement 
schemes. 

• Ensure local communities and the rural business sector 
are aware of the suite of resources that they can access 
through CARES support. 

• Responsible for a portfolio of CARES projects across 
region (and from time to time across Scotland) 

• Deliver presentations and represent CARES at local and 
national, promotional and networking events 

• Contribute to the development of resources and initiatives 
within the CARES scheme 

• Maintain accurate and up to date records, complete 
reports and administration duties within deadlines. 

• Maintain a high standard of written work and project 
appraisal. 



 
 

Job Title: CARES Development Officer  Date advertised: 12/06/2018 

• Contribute to a positive team environment 

• Ensure successful projects/schemes are accurately 
recorded in the Public Register of Community Benefits 
from Renewables and provide support to communities to 
ensure help them receive community benefit from 
commercial developments. 

• Work with colleagues and other stakeholders to develop 
effective partnerships, to increase awareness and uptake 
of CARES. 

• Achieve successful local delivery of scheme targets for 
communities advised and loans and grant applications 
submitted and paid 

• Share best practice and learning with the network of Local 
Development Officers in Scotland to ensure the network 
maximises its impact and effectiveness 

• Proactively target local community groups and rural 
businesses with the potential to benefit from CARES 

Undertake tasks for the Local Energy Scotland wider team from 
time to time as agreed with Regional or Programme Manager 
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Person specification 

Please explain how you meet the following criteria in your job application 

 Essential Desirable 

Qualifications   

Relevant degree or other higher qualification or the ability to 
operate at this level 

✓  

   

Experience 

Experience of assisting with funding applications and/or managing 
funding awards 

✓  

Relevant experience in community or renewable development  ✓ 

Experience of community engagement  ✓ 

Experience in financial modelling  ✓ 

Demonstrated technical and financial aptitude  ✓ 

Skills 

Excellent communication skills and ability to communicate with a 
broad range of people 

✓  

Excellent IT skills  ✓  

Ability to manage workload and be responsible for multiple projects ✓  

Proven track record in delivering results ✓  

Knowledge of the community sector  ✓ 

Knowledge of renewable sector including government incentives  ✓ 

Knowledge of planning in relation to locally owned renewable   ✓ 

Knowledge of off grid systems, energy storage and local energy 
supply 

 ✓ 

Knowledge of grid connection and site acquisition  ✓ 

Knowledge of obtaining finance for renewable energy schemes  ✓ 

Demonstrated ability to review & appraise energy projects.     ✓ 

Knowledge of routes to capital funding for local energy projects  ✓ 

Ability to sharing knowledge with diverse audiences  ✓ 

Enthusiastic and self-motivated with ability to work on own initiative ✓  

Good team worker and supportive of colleagues ✓  

Flexible in approach to workload and tasks ✓  

Passion for customers service and community/local energy ✓  
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Staff Expectations of Management Experience 

The post holder should expect and be open to  
 

• Effective leadership  

• A positive, open, honest and enthusiastic working environment  

• Being supported empowered to effectively achieve objectives and goals within your role 

• To be treated fairly and with respect  

• To be provided with appropriate training to ensure ability to effectively carry out your role  

• Regular and appropriate feedback through 1-2-1 meetings and annual appraisal and 
associated processes.  

• Having the opportunity to feedback to manager regularly and through the annual 
Changeworks 360 process 

• Adhering to all appropriate Changeworks policies to ensure consistency and fairness 
and health and safely of you and your colleagues 

 

Complexity 

The post holder must be able to: 
 

• Adhere and advocate the Changeworks values and competencies 

• Demonstrate flexibility and versatility 

• Be adaptable and open to new ideas and working practices if required  
 

 

Creativity 

The post holder will be required to: 
 

• Use their own initiative to provide the best possible outcomes over a wide range of 
projects 

• Examine and explore bespoke solutions to overcome unusual situations/issues 
 
 

 

Special conditions 

• Some out-of-hours, overnight stays and weekend working will be required, for which time 
off in lieu will be given 

 
 


