
JOB SUMMARY 

 

Post 
Title 

Climate Change & Biosphere Co-ordinator 

Job 
Family 

Partnership, 
commissioning, 
and contracts 

Pay 
Range 

Grade 
9 

Line 
Manager 
to 
others? 

No Role 
profile 
ref 

PCC09  

Service 
Area 

Corporate Directorate: Community Services 

Service Directorate Area: Waste, Environment and Planning 

Org Unit: Climate, Environment 

Line 
Manager 

Service Manager Climate, Coast and Environment 

Location County Hall / Agile 

 

Job Purpose  

 

To provide an efficient, accurate and comprehensive project management, Climate Change & 
Biosphere Delivery coordination across the council and promote the net zero strategy across the 
Island.  This will include working across the main disciplines of climate change, environmental 
sustainability, energy and supporting the UNESCO Biosphere through the United Nations 
Sustainability Goals.   
 

Job Context (key outputs of team / role to provide some specific examples of role profile 
accountabilities)  

 

• To manage and deliver key projects, including use of the appropriate project management tools 
and budget management. 

• To manage the administration of the Mission Zero Community Hub, the Biosphere Steering 
Group and the Environment and Sustainability Forum. 

• Undertakes special assignments, projects or research as required.   

• Liaises with other Directorates, Councils, Government bodies and outside agencies as 
necessary.   

• Gathers information and prepares reports.   

• Advises on feedback, makes recommendations as appropriate, and carries out any necessary 
follow up actions. 

• To work with the wider contracts, environment and waste in the design and delivery of project 
activities.  

• To promote, educate and disseminate education and information to support the aspirations for 
net-zero. 

• To carry out general project support duties for the team including researching, compiling, and 
producing management reports, presentations, and information packs.  

• To take on responsibility for delegated tasks that form part of complex initiatives and funding 
bids, including drafting and production of bid documents, investigation, appraisal and 
evaluation of options and consultation with members, senior officers, and tenants to facilitate 
their involvement in the appraisal process. 

• Mange administration and internal, and external reporting of projects delivered. 

• Supporting development of learning and development materials for internal and external 
audiences. 

• To undertake appropriate training to develop skills as necessary. 

 

Knowledge, Skills, and Experience 

Role Profile requirements. 

 

Job specific examples. 

(if left blank refer to left hand 
columns) 

Essential  Desirable 



JOB SUMMARY 
Relevant practical experience within 
the relevant working environment.  
 

Support and manage projects 
across the full range of activities 
defined within the Waste 
Management Service including: 

- Commercial Projects 

- Digital Project 

- Customer focused 
projects 

x  

Extensive working knowledge of 
relevant processes and systems.  
 

Evidence of contributing to 
projects, preferably with 
transferable skills 

 x 

Understanding of project 
management and associated 
disciplines 

Willingness to develop knowledge 
and understanding in Waste, 
recycling, and project 
management 

x  

Good knowledge of other areas of the 
authority relevant to the service and 
of wider sector / external influences / 
developments.  
 

Willingness to learn and develop 
knowledge appropriate to the 
projects that will be supported. 

 x 

Good ICT skills including use of 
Microsoft applications and specialist 
systems.  
 

 x  

Good verbal and written 
communication skills with the ability to 
explain information in a way that a 
non-specialist can understand.  
 

Good communicator, able to work 
with variety of stakeholders and 
able to write using plain English 
for a range of audiences. 

 

x  

Proven ability to build relationships 
and engage successfully with 
stakeholder community.  
 

Experience of working with 
stakeholders, preferably relevant 
to regeneration 

 

 x 

Good planning and organisational 
skills.  
 

Good organisational and 
administrative skills 

x  

Good literacy and report writing skills.  
 

Excellent data analysis skills 

Experience of understanding and 
reporting on performance 

  

Good numeracy and analytical skills. 
Accurate with good attention to detail.  
 

Ability to monitor and report on 
performance / service standards 
within area of responsibility as 
required. Support the analysis of 
information and identify issues for 
further review. 

 

Ability to work with and 
manipulate data. 

x  

Experience of financial processing 
and / or budget monitoring.  
 

  x 

 

Qualifications 

Role Profile 
requirements. 

Job specific 
examples. 

(if left blank 

Essential  Desirable 



JOB SUMMARY 
refer to left 
hand column) 

Educated to A-
level or 
equivalent 
experience. 
 

 

  D 

Relevant 
professional 
qualification.  
 

 

  D 

Other Requirements 

Must be available for meetings outside usual working hours 

Valid UK Driver’s licence  

Organisation Structure (optional)  

 

 

  


