	Job title: Retrofit Project Coordinator
	

	Line manager: Senior Project Manager
	

	Grade (if applicable): GRADE 4
	

	Direct reports: None
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	Role purpose:


	To coordinate the planning, delivery and reporting of retrofit projects, ensuring energy efficiency improvements are delivered on time, within budget and in line with funding requirements, whilst providing excellent front line customer service. The role supports effective stakeholder coordination, project data accuracy and compliance with internal standards and external regulations.


	Key results:
Effective coordination of retrofit project activities, timelines and deliverables.
Accurate collection, validation and submission of project and financial data to meet funding and regulatory requirements.
Budget monitoring and weekly review of costs against project targets.
Timely submission of monthly progress data onto the DESNZ DMS platform.
Positive working relationships with retrofit engineers, data processors, project managers and external partners.
Clear and consistent documentation of project decisions, updates and data sources.
Identification and escalation of project risks, data anomalies or compliance issues.

Success metrics:

	Delivery of projects within agreed timescales and budget.
Accuracy and timeliness of cost data, funding submissions and regulatory reporting.
Stakeholder feedback and engagement levels.
Reduction in data errors, audit queries or rejected submissions.
Compliance with programme requirements (e.g. ECO4, SHDF, GLA, GBIS).
Contribution to carbon reduction and sustainability targets.


	About you:

You will be:

Organised, proactive and able to coordinate multiple project activities.
Confident working with project data, costs and reporting requirements.
Able to communicate effectively with technical and non-technical stakeholders.
Detail-focused, ensuring accuracy in documentation and submissions.
A collaborative team player with a problem-solving approach.
Able to manage deadlines and maintain high standards of work.

Qualifications required:
Essential:
Diploma in Accounting, Business Administration or Retrofit Level 2/3 (or working towards Level 5).
Experience in project coordination, data administration or similar.
Desirable:
Knowledge of retrofit programmes, grant funding (ECO4, SHDF, GLA, GBIS etc.) and energy efficiency standards.
Understanding of building systems, sustainability targets and retrofit technologies.
Experience using tools such as Excel, CRM, SQL, Power BI or IPOS.
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