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March 2022





Dear Applicant,

Post of Energy Adviser

Please find enclosed the Application Pack for the above post.

The closing date for the return of completed applications will be 12 noon on Wednesday 13 April 2022.  Please complete the application form provided and do not include a C.V.

If you have any queries or would like further information, please do not hesitate to contact me.

Yours faithfully,
[image: ]



David Edgar
Housing Manager


[image: cadderha_small]

JOB DESCRIPTION

Job Title:		Energy Adviser (14 hours per week - fixed term to 31 March 2023) 

Grade: 		E.V.H Grade 7

Line Manager:	Housing Manager

Date:		March 2022

Job Purpose

The role of the Energy Adviser is to provide an energy advice service to the tenants and factored owners of Cadder Housing Association.  The service will aim to educate people about their household energy consumption, develop skills to take control of their energy use and assist customers with existing debt owed to their energy supplier.  This will be delivered by making home energy visits, talks on saving energy and attending events to raise the profile of the service.  

The post holder will play a vital role in the development and growth of this new service and will be responsible seeking out and applying for external funding opportunities that will assist our customers with the challenges of rising energy costs.  The role will also involve promotion of the service via the Association’s website and social media.  

The role will involve working in partnership with the Housing Team to identify our customers who are in need of energy advice in order to provide a positive outcome for the customer and assist with sustaining their tenancy.

The successful candidate will have experience of providing energy advice and advocacy which enable customers to understand their energy bills.  They will also have experience of liaising with energy providers to provide better outcomes for customers.  It would be preferable for the successful candidate to have City & Guilds Energy Awareness qualification or equivalent.  The Energy Adviser will be working directly with customers and will require experience in working with people from a wide range of backgrounds, groups and communities.  

Key Tasks and Responsibilities

· Direct point of contact for Association’s tenant and factored owners for energy advice and usage information.
· Provide assistance to customers who have existing debt to energy supplier to negotiate with supplier and, where possible, seek external funding to clear or reduce the debt.
· Carry out home visits to target difficult to reach customers with view to providing energy advice.
· Promotion of the service and providing general advice articles via Association’s website, social media and newsletters.  
· Initiate contact with customers who have a ‘capped meter’ to provide the necessary assistance to get utilities back in operation.
· Work in partnership with the Housing Team to assist with complex cases and improving level of tenancy sustainment.
· Lead on seeking out and applying for external funding opportunities that will assist our customers deal with rising utility bills and grow the service.
· Prepare monthly reports on the number of appointments carried out and financial gain.
· Provide training for the existing and new members of staff on energy related issues/awareness.

Other Duties
· Positively contribute to the achievement of organisational aims and goals.
· Contribute to reviews of policies and procedures.
· Participate in promotional, marketing and community events relating to the Association’s work.
· Prepare required reports to assist the Housing Manager/Board.
· Assist the Housing Manager in the servicing of the Board.
· Attend meetings at evenings or weekends, as required in relation to your role and the Association’s work, with suitable notice given.
· Ensure a commitment to the Association’s equal opportunities policy and codes of practice.  
· Carry out any other tasks commensurate with your role as directed by the Housing Manager, Chief Executive or Board.  





















PERSON SPECIFICATION
ENERGY ADVISER

	Education & Qualifications
	E
	D

	City & Energy Guilds Energy Awareness Qualification
	
	

	Degree or HND Qualification
	
	



	Experience
	E
	D

	Minimum of 2 years’ experience of energy advice/advocacy related work
	
	

	Experience of liaising directly with energy suppliers to provide better outcomes for customers, who may have had ongoing disputes or difficulties. 
	
	

	Experience of applying for external funding opportunities
	
	

	Experience of working in a target driven environment
	
	

	Experience of preparing reports for Senior Management Team and Board on outcomes and Key Performance Indicators
	
	

	Experience of working with Microsoft applications
	
	



	Skills, Abilities & Personal Attributes
	E
	D

	A dynamic individual committed to continuous improvement, customer service excellence and innovation
	
	

	Organise and deliver events, advice surgeries, workshops and talks for our customers, community groups and the wider public.  
	
	

	Good interpersonal and communication skills
	
	

	Ability to negotiate and influence others to meet objectives of CHA
	
	

	Highly motivated to excel in a new role
	
	

	Highly proficient in I.T.
	
	

	Ability to plan and priorities workload and the pressures of conflicting priorities and demonstrate good time management to meet challenging deadlines.
	
	

	Good problem-solving skills
	
	

	Flexible approach to work
	
	



	Knowledge
	E
	D

	Working knowledge of energy related issues, legislation and challenges created by fuel poverty.
	
	

	Awareness of the role of Housing Associations and key legislation
	
	

	Good knowledge of required IT systems; use of database systems and Microsoft application
	
	



	Other Requirement
	E
	D

	Awareness of equality issues and commitment to meet the Association’s Policy and codes of practice
	
	

	Uphold the Association’s aims and values
	
	

	Commitment to continuous improvement
	
	

	Pleasant personality and confident manner
	
	

	Basic disclosure
	
	


[bookmark: _Hlk83028165]


Applications for Employment

1. Introduction

1.1 Cadder Housing Association was formed in 1994 and is a Registered Social Landlord and a Registered Scottish Charity. We evolved through two housing stock transfers in 1994 and 1998 from Scottish Homes and now own 695 socially rented properties and provide a factoring service to over 400 owner occupiers in the area.

1.2 Cadder Community Centre provides a facility for local residents’ needs and aspirations for services, activities and events.  

2. Post of Energy Adviser

2.1 The post of Energy Adviser is a new key role within the Association.

2.2 Cadder Housing Association is a full member of the Employer in Voluntary Housing (EVH) and operated salary scales and conditions of service, which have been agreed by EVH on behalf of member organisations and the Unite Union (Formerly T&GWU).

2.3 The terms and conditions for the Energy Adviser are as listed:
· The salary for this post is EVH Grade 7 - £33,642 to 36,941 (pro-rata).
· 14 hours per week on a fixed term till 31 March 2023.
· 25 days annual leave plus 15 public holidays per annum (pro-rata).
· Defined contribution pension scheme.

3. Recruitment Process

3.1 You should provide the following information to apply for this post:
· Completed Application Form.
· Completed Equal Opportunities Monitoring Form.

You should not provide your C.V. with your application

3.2 Your application can be e-mailed to recruitment@cadderhousing.co.uk or it can be posted to the Association.  If posting it is your responsibility to ensure you allow sufficient time for it to arrive at the Association’s office, as applications received after the closing date will not be considered.

3.3 If you are invited for interview for this post we will arrange to view and copy your qualifications.  References will only be requested if you are offered the position.  One of your references should be your present or most recent employer.  If you have not been employed or have been out of employment for a long time, you may wish to give the name of someone who knows you sufficiently well to confirm the information you have given and to comment on your ability to do the job. 
 
Please do not include copies of your qualifications or references with your initial application.

3.4 The job description aims to outline the key requirements of the post and the person specification lists the minimum essential and desirable requirements for the post.  When shortlisting for interview, the interview panel will only consider the information contained within your application form and assess this against the agreed person specification 

3.5 The interview panel will not make any assumptions about the nature of your experience, skills or knowledge based on the list of job titles of your current and previous jobs in their assessment of your application form.  It is for you to use the space provided throughout the form to comprehensively detail your previous experience and relate this to the job description and person specification.  As well as paid employment you may also wish to include any voluntary work or any other life experience or skills you can bring to the post and the Association.

3.6 Your application form is the start of your relationship with the Association and its content and quality will demonstrate your dedication to be successful in this post and work for Cadder Housing Association.  It is for these reasons that you should ensure your application is legible and provides relevant and comprehensive information to give you the best possible opportunity of securing this post.

3.7 If you are related to any members of staff, consultants, contractors or suppliers to the Association this should be clearly shown on the relevant part of the form.  This will not necessarily be detrimental to your application.

3.8 If you are shortlisted for interview, we will ensure you are given reasonable notice for the date of your interview.  The interview panel will set questions based on the job description and person specification to ensure they can appoint the candidate with most suitable experience, knowledge, personal attributes and skills to excel in this role.

3.9 The award of employment will be subject to satisfactory references and a basic Disclosure Scotland check.

3.10 Cadder Housing Association aims to be an equal opportunity employer and is committed to diversity in employment.   If you feel that there is anything specifically that you need from us to encourage our commitment, or you wish an informal discussion with us, then you may contact David Edgar, Housing Manager, on 0141 945 6727.

3.11 Your completed application should be submitted to the Association as follows:
· E-mail to recruitment@cadderhousing.co.uk or
· Post to Cadder Housing Association, 20 Fara Street, Cadder, Glasgow, G23 5AE.

3.12 The closing date for receipt of your application is 12 noon on Wednesday 13 April 2022.  Interviews are likely to take place the week commencing 25th April 2022.
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Candidate No. CHA Use only




                                       
APPLICATION FOR EMPLOYMENT


Post applied for:	Energy Adviser

Applications must be clearly written in black ink or typed.

PERSONAL DETAILS

Surname: 					Initials: 

Address where we can write to you:





Post Code: 

E-mail address: 

If you can be contacted during the day by phone, please give the number:

Home: 					Mobile: 

Do you hold a current driving licence?		YES/NO

Is it clean?						YES/NO			

If no please give details:




Have you ever been convicted of a criminal offence, other than a spent conviction under the Rehabilitation of Offenders Act 1974?				YES/NO



EMPLOYMENT HISTORY

Please give details of past and present work. This can be paid work, voluntary work or work from home. 

	PRESENT OR MOST RECENT EMPLOYMENT

	Name and Address of Employer






	Starting Date with present / most recent employer


	Present job title and responsibilities











	Reason(s) for leaving / wishing to leave





	Notice Period Required


	Current Salary (per annum)


	PREVIOUS EMPLOYMENT

	Name and Address of Employer






	Period of Employment


	Job title and responsibilities











	Name and Address of Employer






	Period of Employment


	Job title and responsibilities








	Name and Address of Employer






	Period of Employment


	Job title and responsibilities








	Name and Address of Employer






	Period of Employment


	Job title and responsibilities










CONTINUE ON SEPARATE SHEET IF REQUIRED

QUALIFICATIONS

(Academic and/or Professional) or courses presently being studied.
					  
	Subject
	Grade/Level
	Date Result Obtained
	Dates of Study

	








	
	
	





OTHER EDUCATION

Training - include any short course you have undertaken, e.g. night school, First Aid, Company Training courses.

	Name of Course
	Date of Study
	Details of Course

	
















	
	



COMPUTER  SKILLS (please detail your experience of software packages) 
















REFERENCES
Please give the name and address of 2 people to whom references can be made. If you are at present employed or have been employed, please include details of present/last employer.

	Name

	1.
	
	2.
	

	Job Title

	
	
	
	

	Company Name

	
	
	
	

	Company Address

	
	
	
	

	Company Address

	
	
	
	

	Telephone Number

	
	
	
	

	Email 

	
	
	
	




										   	
[image: ]Please tick box if you do not wish referees 
to be approached without prior permission.









ADDITIONAL INFORMATION IN SUPPORT OF YOUR APPLICATION

Please tell us about your experience, giving examples of how your skills and personal characteristics relate to the job description and person specification for this role.

	




ASSISTANCE FOR PEOPLE WITH DISABILITIES

Do you consider that you have a disability?			YES/NO

If YES - are there any arrangements which we can make for you if you are called for interview?
 

........................................................................................................................………….
		
NOTE TO ALL APPLICANTS

In accordance with the Asylum and Immigration Act 1996 Section 8, if you are invited to attend an interview you must provide an original document which states your National Insurance Number e.g. P45, P60, Payslip or a National Insurance Number Card.


CONFIRMATION OF QUALIFICATIONS

If selected for interview, you will be required to bring with you the original certificate(s) of all qualifications referred to in this application.  This extends to member of professional bodies.


DECLARATION

I confirm that to the best of my knowledge the information I have provided in this application is correct.

(a)	I am/am not (delete as appropriate) related in any way to a committee member of the Association.

(b)	I am/am not (delete as appropriate) related to any member of staff, consultant, contractor or supplier of the Association.



Signed	  ............................................................	Date	................................
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EQUAL OPPORTUNITIES MONITORING FORM


To help us monitor our Equal Opportunities Policy and the effectiveness of our recruitment practices we would like you to answer the following questions. You are not however obliged to complete the form.

This information will not be circulated to the interview panel.

Energy Adviser

1. Post Applied for:


2. How did you find out about this vacancy?


 EVH			  Indeed		 Association Website 	

 Word of mouth	 Job Centre              S1 Jobs                          

 Other			 
If Other Please specify								



1. Gender

	Male
	

	Female
	

	Female to Male Transgender
	

	Male to Female Transgender
	



2. Age

	16-24
	

	25-39
	

	40-49
	

	50-59
	

	60+
	






3. What is your ethnicity? How would you describe your household’s ethnic origin

	White
	Scottish
	

	 
	Other British
	

	
	Irish
	

	
	Gypsy/Traveller
	

	
	Polish
	

	
	Other, please write in box below

	
	



	
	Asian, Asian Scottish, or Asian British 
	Indian
	

	
	Pakistani
	

	
	Bangladeshi
	

	
	Chinese
	

	
	Other, please write in box below

	
	



	Black, Black Scottish, Black British 
	Caribbean
	

	
	African
	

	
	Other, please write in box below

	
	



	Mixed
	Any mixed background, please write in box below

	



	

	Other Ethnic Background 
	Arab
	
	

	
	Arab British
	
	

	
	Arab Scottish
	
	

	
	Other, please write in box below

	
	




4. Do you have a disability?
		
	Yes
	
	
	No 
	









5. What is your sexual orientation?

	Heterosexual/Straight
	

	Gay Woman/Lesbian
	

	Gay Man
	

	Bisexual
	

	Other
	

	Prefer not to Say
	




6. What is your religion or belief?

	
	Tick

	Church of Scotland
	

	Other Christian
	

	Roman Catholic
	

	Jewish
	

	Buddhist
	

	Muslim
	

	Hindu
	

	Sikh
	

	Other
	

	None
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Fair Processing Notice
(How we use employee information)



This notice explains what information we collect, when we collect it and how we use this. During the course of our activities we will process personal data (which may be held on paper, electronically, or otherwise) about you and we recognise the need to treat it in an appropriate and lawful manner. The purpose of this notice is to make you aware of how we will handle your information.

1. Cadder Housing Association (“we” or “us”) is committed to a policy of protecting the rights of individuals with respect to the processing of their personal data and adhere to guidelines published in the [Data Protection Act of 2018] and the General Data Protection Regulation (EU) 2016/679 (GDPR), together with any domestic laws subsequently enacted.  We collect and use personal data for a variety of reasons.  

We are registered as a Data Controller with the Office of the Information Commissioner (ICO) under registration number Z8361444 and we are the data controller of any personal data that you provide to us.

Our Data Protection Officer is Maura McAulay from RGDP who can be contacted at info@rgdp.co.uk .

Any questions relating to this notice and our privacy practices should be sent to info@rgdp.co.uk  

2. We collect the following information from you directly 
(a) Name
(b) Date of Birth
(c) Address
(d) Telephone Number
(e) E-mail address
(f) National Insurance number
(g) Personal characteristics such as gender and ethnic group 
(h) Qualifications 
(i) Attendance & Absence information
(j) Bank Details
(k) Emergency Contact Information
(l) Copies of passports, driving licenses, birth certificates etc.
(m) Applications and CVs for Employment
(n) Pension Application forms
(o) Disclosure and PVG Certificates

We collect and use the above information and personal data for:
a. Administration of contracts of employment
b. Payment of salaries
c. Recruitment and selection
d. Pensions and associated benefits, appraisal, training and development
e. Membership of professional bodies 
f. Proof of identity for Inland Revenue (Real Time Information)

3. We may disclose and share information about you with third parties for the purposes set out in this notice, or for purposes approved by you, including the following: 
· To process your monthly salary payments;
· To allow your pension provider to process pensions information and handle your pension
· To allow your electronic payslips to be produced and issued to you 
· Reporting information to the Scottish Housing Regulator as part of the Annual Return on the Charter (ethnic group and disability)

4. When you give us information we take steps to make sure that your personal information is kept secure and safe. 

Personal information is stored on the Association IT server, HR Database and Payroll Software with restricted access.

5. We review our data retention periods regularly and will only hold your personal data for as long as is necessary for the relevant activity, or as required by law (we may be legally required to hold some types of information), or as set out in any relevant contract we have with you. 

Data retention guidelines on the information we hold is provided in our Privacy policy. 

6. You have the right at any time to:
· Ask for a copy of the information about you held by us in our records; 
· Require us to correct any inaccuracies in your information
· Request that we restrict your data processing
· Data portability
· Rights related to automated decision making including profiling
· Make a request to use to delete what personal data of you we hold; and
· Object to receiving any marketing communications from us.

	These rights are qualified and are not absolute.

7. If you would like to find out more about how we use your personal data or want to see a copy of information about you that we hold or wish to exercise any of your above rights, please contact: DPO at info@rgdp.co.uk  

If you have any complaints about the way your data is processed or handled by us, please contact : DPO at info@rgdp.co.uk

If you remain unsatisfied after your complaint has been processed by us, you also have the right to complaint to the Information Commissioner’s Office in relation to our use of your information.  The Information Commissioner’s contact details are noted below;
		The Information Commissioners Officer – Scotland
		45 Melville Street, Edinburgh, EH3 7HL
		Tel: 0303 123 1115
		Email; scotland@ico.org.uk 
 
The accuracy of your information is important to us – please help us keep our records updated by informing us of any changes to your personal and contact details.
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