
 
 

Village Halls and Community Buildings Sustainability Adviser 
Person Specification 

         
Key Competencies Essential Desirable 

Organisational Skills  
• Ability to meet targets, prioritise work - ensuring deadlines are met  

• Good analytical skills  
• Experience of report writing  

• Experienced working independently on projects 

• Ability to organise and contribute during meetings 

 
✓ 

✓ 

✓ 

✓ 

✓ 

 
 
 
 
 
 

Decision making skills 

• Ability to make informed decisions and experience of having to take an 
impartial and reasoned approach to situations. 

• Capable of negotiating and mediating, including in challenging situations 

 
 
✓ 
 

 
 
 
✓ 

IT Skills 

• Strong IT skills, including confident user of Microsoft excel to create, 
manipulate and accurately populate spreadsheets, use formulas and 
create reports from the data. 

• Experienced and good standard using other Microsoft applications 
including PowerPoint. 

• Ability to post on social media and interact with followers. 

• Ability to work on and with other platforms and software. Experience of 
accessing data from these including external websites. 

 

 
 
 
✓ 
 
✓ 
 
 
 

 
 
 
 
 
 
✓ 
 
✓ 
 

Knowledge 

• Knowledge/interest in rural community issues 

• Knowledge/interest in sustainability, energy efficiency and carbon 
reduction. 

• Willingness to learn the principles of local government and understand 
policies relevant to the role. 

• Knowledge or ability to carry out surveys of buildings and produce 
reports and recommendations based on surveys and additional data.   

• An understanding community or voluntary organisations, or a practical 
knowledge through volunteering. 

 
 
 
✓ 
 
✓ 
 
✓ 
 

 
✓ 
 
 
 
 
 
 
 
✓ 

Qualifications  

• Good standard of education 
• Degree or professional qualification in relevant subject, such as a 

certificate in energy auditing or energy management from recognised UK 
bodies. 

 
✓ 

 
 
✓ 

Work Experience  

• Experience of independently working on projects 

• Experience of using Excel spreadsheets to a good level 

• Ability to work within a team, supporting other colleagues. 

• Experience of working with communities or volunteers 

• Experience of partnership working - public, private or voluntary sector 

• Previous experience or good understanding of climate and/or 
environmental issues 

 
✓ 

 
✓ 
 
 
 

 
 
✓ 

 

✓ 

✓ 

✓ 

Personal Qualities 
• Professional but personable nature with a proactive/ can do attitude  
• Ability to network and form good working relationships 

• Well-developed communication skills (written and oral) 
• Ability or experience of public speaking or talking to groups 

 
✓ 
✓ 
✓ 
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• Supportive approach, able to advise and offer practical guidance to a 
variety of people. 

• Full driving licence, unrestricted access to a vehicle and willingness to 
travel including evening and occasional weekend work. 

✓ 
 

✓ 

 
 

 


