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Job Description

	Job title:
	Climate Action Policy & Project Manager

	
	

	Department/School:
	Vice-Chancellor’s Office

	Reports to:
	Climate Action Project Lead

	Grade:
	Grade 7

	Direct Reports:    
	No direct line management. 

	Hours:
	19 hours per week (0.52 FTE) 

	
	

	Location:
	University of Bath Campuses and sites as required (hybrid working)




	Job purpose

	The post-holder will be at the heart of delivering the University’s Climate Action Framework (CAF), being responsible for managing implementation of the Framework working together with the Climate Action Project Lead, and the Climate Action Chair. Specific work tasks will include information gathering, project management, development of strategies and working with colleagues from across the University. 

In addition, the post-holder will provide policy and information analysis, research advice and other executive-level support to the Climate Action Framework team. 




	Main duties and responsibilities

	1
	Project manage implementation of the Climate Action Framework

	2
	Undertake and coordinate a range of work and research in relation to implementation of the Climate Action Framework

	3
	Provide analysis for any ongoing initiatives and business cases which have a significant impact on the University’s carbon footprint. 

	4
	Act as Secretary to the Climate Action Framework Steering and Advisory Groups, including minute taking at meetings, tracking and pursuing actions, risk identification, schedule management and advising on administrative protocols.

	Policy Analysis

	5
	Provide policy and information analysis, research advice and other executive-level support principally to the Climate Action Project Lead and Chair but also to other members of the CAF team. 

	6
	Contribute to a communications plan to engage with partners, the local community and members of the University to maximise the opportunities for the University to contribute fully to the broader climate change agenda.

	7
	Prepare policy documents, briefing/presentation materials, papers for the Climate Action Project Lead and as required for meetings and events and for the enhancement of internal communications.

	8
	Read and review consultation documents and policy statements issued by key external stakeholders and prepare written summaries of the key points and draft responses in consultation with the Climate Action Project Lead and other key parties within the University as appropriate.

	Communication

	9
	Communicate effectively and engender strong professional relationships within the project teams and throughout all levels of the University to maximise the delivery of the Climate Action Framework and to support day-to-day activities.

	10
	Engage with the relevant service departments of the University to support implementation of the Climate Action Framework.

	11
	Support the dissemination of the Climate Action Framework across the University.

	12
	Manage the content for relevant web pages.

	13
	Draft papers, reports and other documents to disseminate information 

	Compliance, Policy and Governance

	14
	Provide advice and guidance in conjunction with other University departments on the University’s activities and compliance with national/University policy related to climate action and the University’s Climate Action Framework. 

	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager.  You are required to follow all University policies and procedures at all times and take account of University guidance



Person specification

	Criteria
	Essential 
	Desirable 

	
	
	

	Criteria:  Qualifications and Training
	
	

	Educated to degree level in an appropriate subject or equivalent qualification and / or experience in a related field
	X
	

	Relevant professional qualification or equivalent combination of training, experience and / or qualification in project or programme management (PRINCE2, Introduction to PRINCE2 etc.)
	
	X

	Criteria:  Knowledge and Experience
	
	

	An understanding of the case for climate action, and an ability to communicate this knowledge and explain this to others
	X
	

	Experience of project management and control e.g. monitoring and delivering action plans
	X
	

	Experience of collating and analysing qualitative and quantitative forms of information and data to create meaningful information
	X
	

	Experience of producing succinct reports, utilising data and analysis and effectively disseminating outcomes for a range of audiences including senior management
	X
	

	Experience of working closely with senior management
	X
	

	Experience in working with virtual teams to deliver an objective
	X
	

	Experience of organising and managing meetings.
	X
	

	Familiarity with the administrative and management systems of the University
	
	X

	Skills and Aptitudes
	Essential 
	Desirable 

	Good interpersonal and influencing skills so the postholder can present when required and effectively influence the delivery of project outcomes with staff that they do not manage
	X
	

	Good organisational and project management skills, with the ability to achieve results for multiple, simultaneous projects with competing demands
	X
	

	High quality written and verbal communication skills, including the ability to adapt communication style to suit the audience and to work with staff at all levels
	X
	

	Excellent analytical skills including the ability to rapidly and effectively interpret and summarise complex documents and datasets
	X
	

	Proficient in use of a range of office IT packages including Excel, Word, PowerPoint
	X
	

	Attributes
	Essential 
	Desirable 

	Ability to develop and manage strong working relationships with a wide variety of stakeholders.
	X
	

	Personal drive and desire to achieve results
	X
	

	An interest and passion for environmental (climate) issues with the ability to engage, influence and persuade others of the need for urgent change 
	X
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