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Job Description

	




	Job Title: Retrofit Delivery Programme Officer 

 
	Service Area and Team: 
Warmer Homes London 
Social Housing Fund Programme Team

	Grade: Band C
	Post Number and evaluation number: 

	Date last updated:  
23/07/2026

	Reporting to: Programme Delivery Manager 
	Responsible for (Inc Staff and Budget): NA   

	

	Our Values: 
Trust Through Collaborations - We believe collaboration helps us learn, grow, and explore new ideas – giving us the confidence to experiment, be creative, and deliver a real impact. We foster a culture of trust where open, honest conversations are valued and it’s safe to challenge. 
Rooted in respect - We respect the different cultures, backgrounds, and perspectives represented within London Councils, our partners, and all who live and work across London’s boroughs. We create space for every voice to be heard and valued. We call out current, historic, and systemic prejudice, seek out different views, and act with integrity to achieve fairer, more equitable outcomes
Driven by Purpose - We are driven by our individual and collective purpose to make London a better place for everyone who lives in, works in, or visits the city we’re proud to call home. Our commitment to making a positive, meaningful, impact across all London boroughs and communities shapes our actions and guides our decisions.
Equality and Diversity - We are committed to and champion equality and diversity in all aspects of employment with the London Councils.  All employees are expected to understand and promote our Equality and Diversity policy in the course of their work

Health and Safety - Adherence to health and safety requirements and proper risk management is required from all employees in so far as is relevant to their role.  All employees are expected to understand and promote good health and safety practices and manage risks appropriately.

	









About Warmer Homes London:

Warmer Homes London (WHL) is a partnership between the Mayor of London and London Councils, established to make Londoners' homes healthier, greener, and more affordable to heat. We work collaboratively across boroughs, government, and delivery partners to accelerate the decarbonisation of homes and improve outcomes for residents.

As our organisation grows, we are undertaking a significant programme of organisational change to support the transition of major retrofit and grant delivery functions into Warmer Homes London.


Overall Purpose of Job: 

The Retrofit Delivery Officer supports the successful delivery of London's Warm Homes: Social Housing Fund Wave 3 programme. Working with 26 organisations that have come together to form a strategic partnership, the role helps consortium members overcome delivery challenges, maximise grant funding, share learning and adopt best practice. The post plays a key role in shaping and continuously improving the retrofit delivery support service, while coordinating operational forums, such as Partnership Delivery Groups, to support collaboration, solution sharing and effective programme delivery.

Key Tasks and Accountabilities:

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the post holder. This is not an exhaustive list of all tasks that may fall to the post holder and employees will be expected to carry out such other reasonable duties which may be required from time to time. 

1. General
· Assist the Retrofit Delivery Programme Manager as required to ensure that consortium members are equipped to meet their commitments under the grant funding agreements for a retrofit programme. 
· Act as a liaison between consortium members and internal stakeholders to ensure that reporting requirements and strategic objectives are achieved in a timely and efficient manner. 
· Offer guidance to partners on best practices, troubleshooting delivery challenges, and aligning efforts with strategic goals, such as scale-up, low carbon heating, and innovation.

2. Teamwork
· Work closely with Partners on a day-to-day basis to support timely delivery and the achievement of programme objectives.
· Monitor and support the progress of retrofit across two operational groups by maintaining clear communication and providing solutions to operational challenges. 
· Participate in regular team meetings to share insights, risks, and options for member support.
· Model and uphold a collaborative, agile and ambitious organisation culture through behaviours and activities.
· Deputise for the Delivery Programme Manager as required.

3. Governance, compliance and reporting
· Drawing on close awareness of partner delivery progress gained through the role, to contribute to and ensure partners contribute to transparent communication across the partnership.
· Uphold and encourage collaboration and transparency in all interactions with consortium members.
· Support consortium members to adhere to governance frameworks, including decision-making and DESNZ reporting processes.
· Ensure partners are aware of and are complying with reporting obligations. This will involve checking and challenging the qualitative and quantitative data partners report and supporting partners to ensure this is accurate and up to date.
· Facilitate the smooth running of delivery groups and contribute to the preparation of regular progress reports for DESNZ and governance boards.

4.Operational Management
· Undertake day-to-day management of an auditable and robust record of interactions with and advice provided to consortium members.
· Take responsibility for keeping own knowledge of retrofit best practice, delivery methodologies, regulation, measures, and latest developments within the sector fully up to date.
· Provide informed and well-considered advice to consortium members where requested and/or required in relation to challenges, questions, and uncertainties around the delivery of retrofit measures.
· Escalate queries, issues, or challenges to the Delivery Programme Manager as required and in a timely manner.

5. Delivery Against Strategic Aims
· The Partnership is committed to a range of strategic goals, including delivery at scale, low carbon heating, preparing for the scale up of retrofit, and innovation within the retrofit sector. 
· The Delivery Programme Officer will:
· Provide project support for a range of in-flight support projects already commissioned to help the Partnership meet these aims are delivered on time, in budget, and to the highest quality.
· Collaborate with Partners to ensure they are deriving best value from the outputs delivered by these projects, and report back on the utility of the outputs to the Partnership through its governance structure.
· Contribute to identifying opportunities for new projects that could enhance the Partnership’s delivery capacity, ensuring alignment with long-term decarbonisation and retrofit objectives.
· As deemed appropriate, and as directed by the Delivery Programme Manager, manage projects that seek to contribute to Warmer Homes London’s strategic aims, from inception through to utilisation stage in line with Warmer Homes London governance processes.

6. Collaboration
· Develop and maintain operational relationships with members to support smooth collaboration, problem solving, and maintenance of the delivery programme.
· Identify opportunities and recognise areas of need for greater collaboration and peer-to-peer support between members. Facilitate the development of these relationships where appropriate and in agreement with the Delivery Programme Manager.
· Work closely with programme management officers to highlight programme interfaces and drive broader retrofit synergies.
· Provide operational feedback to the Delivery Programme Manager to influence strategic decision making. 

7.Driving innovation and benefits
· Support the Delivery Programme Manager to capture insights and best practice developed through the programme in order to drive continuous improvement, and to identify opportunities for dissemination.
· Contribute to the identification of training or resource needs for partners to enhance delivery capacity, supporting the broader aim of decarbonising homes.


Any other duties commensurate with the role


Political Restriction 
 
In accordance with the Local Government and Housing Act 1989, certain posts are designated as politically restricted where they meet the statutory criteria, based on the duties and responsibilities of the role. 
 
This post is not politically restricted. 
 
Politically restricted posts are subject to statutory limitations on political activity, including restrictions on standing for elected office and engaging in certain political activities. 
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Personal Specification

	Job Title: Retrofit Delivery Programme Officer (Retrofit)
	Service Area: Warmer Homes London
Social Housing Fund Programme Team


	Grade:  Band C 

	Post Number/Evaluation number:  

	Date last updated:  24 July 2026

	Reporting to (Line manager of post Job Title):   Programme Delivery Manager
	Responsible for (Inc Staff and Budget):   NA



	



	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the CV and/or sifting questions, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.



	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Councils.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.


	PROTECTING OUR STAFF AND SERVICES

	Adherence to Health and Safety requirements and proper risk management is required from all employees in so far as is relevant to their role. All employees are expected to understand and promote good Health and Safety practices and manage risks appropriately.



	
CRITERIA- Essential

	
METHOD OF ASSESSMENT

	
KNOWLEDGE: 
· Knowledge of retrofit, sustainability, energy efficiency, or climate-related initiatives, ideally within a housing or built environment context.
· Knowledge of local government and/or housing associations in the London-specific context.
· Knowledge of and experience deploying project management methodologies to manage risk and realise project benefits.
· Understanding of key retrofit legislation and specifications, including PAS 2035 and Building Regulations.
· Understanding of delivery models for retrofitting homes
	
Sift Questions/Interview and
Anonymised CVs 



	
EDUCATION/QUALIFICATIONS:

· Educated to degree level or with equivalent practical experience.



	

Sift Questions/Interview and
Anonymised CVs



	
SKILLS AND ABILITIES: 
· Strong communication, interpersonal skills, and the ability to influence effectively
· Solid organisational skills including attention to detail and multi-tasking skills. 
· Excellent written and verbal communication skills.
· Proficiency with Microsoft Excel and associated project management tools.
· Familiarity with procurement practices for asset management activities with practical experience of client-side processes and procedures.
· Knowledge of the local, regional and national policy environment in relation to retrofit, energy and climate change.

EXPERIENCE: 
· Experience of administering and complying with the rules and requirements of central government retrofit grants.
· Experience of delivering and/or managing the delivery of retrofit measures in a social housing context.
· Experience of working in multi-partner consortia and/or in the context of delivery groups that support or coalesce multiple delivery partners.

	
Sift Questions/Interview and
Anonymised CVs



	
PERSONAL STYLE AND BEHAVIOUR: 

Collaborative
Able to build strong relationships across a wide range of stakeholders and enjoy bringing people together to solve problems. You create an environment where partners can share challenges, exchange learning and work collaboratively towards common goals.

Comfortable with Ambiguity
You are comfortable working in complex and evolving environments where solutions are not always clear. You can quickly assess issues, bring structure to uncertainty, and help identify practical ways forward.

Pragmatic & Delivery-Focused
You focus on achieving outcomes and maintaining progress, balancing detail with the need to deliver at pace. You prioritise practical solutions and timely action, recognising the value of real world learning. 

Organised & Accountable
You take ownership of your work and manage competing priorities effectively. You are reliable, proactive and committed to following through on actions to ensure successful programme delivery.

	
Sift Questions/Interview and/or 
Anonymised CVs 




London Councils Behaviours:
Trusted through Collaboration - How we demonstrate this Value (behaviours):
· We create trusting relationships where we value feedback and it’s safe to challenge, and we treat sensitive information with respect
· We are transparent, accountable, and open in how we work with each other, our members, and our partners
· We communicate clearly and openly, ensuring information flows freely across all levels and functions, so everyone feels included and valued
· We learn, develop, and innovate through our collaborative approach – sharing our knowledge to deliver better outcomes
Rooted in Respect - How we demonstrate this Value (behaviours):
· We engage respectfully, by listening actively and responding thoughtfully, recognising the value in others’ contributions and feedback
· We embed equity and equality in our decisions, processes, and daily actions
· We challenge bias and remove barriers to fairness and inclusion, recognising that fairness requires addressing unequal starting conditions
· We create a welcoming, inclusive environment where everyone feels they belong
Driven by Purpose - How we demonstrate this Value (behaviours):
· We work together to maximise our personal and collective impact
· We listen carefully to our members, communities and partners, making sure their needs shape our 
shared goals
· We adapt quickly and learn continuously to continue delivering meaningful change
· We stay united and focused, even when priorities shift and challenges emerge
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