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Guidance

In order to help you with your application, you should have received or downloaded:

· This application form and guidance notes

· Equal Opportunities Monitoring form

· Job Description and Person Specification

For more information on Carbon Descent, please visit our website www.carbondescent.org.uk or call 020 7089 6970.

Please send completed applications electronically to recruitment@carbondescent.org.uk. E-mail is our preferred method of receiving applications, but if you would like to send a hard copy in the post, please return the completed application form to:

Private: Job Application
Chris Dunham
Carbon Descent
84 Long Lane
Borough 
London SE1 4AU
We aim to let all candidates know whether they have been short listed by email, but if you do not hear from us in the two weeks after the deadline date, please assume you have not have been successful at this time.

	These notes are intended to help applicants in the completion of the application form and in obtaining employment with Carbon Descent. If you are an applicant with a disability or special needs pertaining to making an application, please let us know if we can help. The forms are available in large print, if required. 

In addition to these notes you are supplied with the following documents:

	Job description
	This describes the duties and responsibilities of the job advertised. You should read this carefully to make sure that the job is suitable.

	Assessment criteria (last page of job description)
	This contains the criteria against which applicants are assessed to determine their suitability for the post. You should read this carefully to make sure that you have the required skills and experience for the job. We try to be as clear as possible about the sort of skills and experience that we require for each role. If you do not have the required experience for the role, you should consider if it is going to be the correct role for you. We are happy to talk through any questions that you have about the criteria, so please feel free to discuss this with us before you make an application.

	Application Process
	It is our intention to appoint the best candidate for every vacancy. To do this fairly, we need all applicants to provide relevant information about themselves and their suitability for the role in a format that we can compare fairly. Therefore we ask everyone to complete submit a curriculum vitae (CV) and complete our application detailing relevant knowledge, experience and skills.

The most important part of the form is the section called. This is the section where we need you to address the Person Specification and tell us how you meet it. In order to make this easy for you, we have outlined the points in the Person Specification, and ask you to address each point.

If you do not have experience in a particular category, then please leave this blank. DO NOT DELETE ANY SECTION.
You need to demonstrate how you meet each criterion on the Person Specification. For example what you know, how you have acquired that knowledge and give an example of when you put that knowledge into practice. 

Relevant experience may be gained through work, home based, social or community activities. 
In the ‘Other Relevant Experience or Knowledge’ section you should also include anything which you wish to say about yourself that you feel is relevant but has not been included elsewhere, including any skills you have that you feel are not important to the job. These skills could have been obtained at work, at home or in a social community environment.

In addition.

	Equal opportunities monitoring form
	Although it is not compulsory you are requested to complete the Equal Opportunities form to enable Carbon Descent to monitor its recruitment processes in relation to its Equal Opportunities Policy. The information obtained will be kept confidential and only be used for monitoring purposes, except where the job requires that the person appointed should be of a specific race/ethnic origin.  Where race/ethnic origin is a genuine occupational qualification, it will be identified in the person specification.

These documents are kept separately from the application forms and kept confidentially by the Director.


Position Overview
	Job Title
	Lead Carbon Consultant

	Salary range
	To be agreed, depending upon experience

	Contract period
	Permanent

	Pension
	Pension with employer contributions of 4% of your salary.   

	Hours of Work
	36 hours per week. The job may include evening meetings and some weekend work for which time off in lieu will be given. We operate flexi time, with core hours of 10.30-3.30 with an hour for lunch. You will demonstrate that you are working the full 36 hours.

	Holiday Entitlement
	26 days plus 8 bank holidays

	Conditions of Employment 
	6 months probationary period

	Place of work
	Third Floor, 84 Long Lane, Borough, London SE1 4AU

	Transport
	Transport is not essential to this position. However, should the person appointed have a vehicle, including a cycle, and be prepared to use it in the course of their work, a ‘Casual User’ mileage allowance based on Local Authority rates will be paid. Travel costs incurred in carrying out duties attached to this post will be reimbursed.

	Union Membership
	The Lead Carbon Consultant has the right to belong to a trade union of his/her choice.

	Line Manager
	The Lead Carbon Consultant is accountable to the Managing Director

	Contact details
	Telephone 020 7089 6970 www.carbondescent.org.uk 


Job Application Form

	Post Title
	Lead Carbon Consultant

	Reference Number
	Lead10


Title:
 
Last name:



First names:
Address:








E-mail: 

Preferred tel. no:




 Alternative tel. no:
Where did you hear about this job?

RELEVANT KNOWLEDGE, EXPERIENCE AND SKILLS

Please tell us how your knowledge, experience and skills meet the Job description. Please ensure the answers below also cover the competencies outlined in the assessment criteria.
1. Detailed knowledge of sustainable energy technologies 

2. Detailed knowledge of relevant local, regional, national and European policy across buildings, energy generation and transport

3. Detailed knowledge of the economic, commercial and regulatory drivers for our clients

4. Detailed knowledge of best practice and funding opportunities for local authorities, businesses, schools and community groups
5. Proven track record of business development and relevant contacts. Evidence of securing work from public, private and third sector organisations through successful public sector tendering, fee paying proposal writing and grant applications. Established negotiation skills.

6. Organisation level as well as team management experience. Evidence of personnel management and staff motivation. 

7. Delivery of high quality consultancy services including high level project management experience of high value or long term contracts, delivering on time and on budget. Managing and presenting to senior level audiences. Excellent time management.

8. High level of numeracy, data gathering, manipulation and interrogation and advanced computer literacy including Word, Excel and Access

9. Excellent proposal and report writing skills and ability to tailor for specific audiences

10. Excellent presentation and public speaking skills

OTHER RELEVANT EXPERIENCE OR KNOWLEDGE

Please add any other information that you feel is relevant to this application, but you have not had the opportunity to bring up elsewhere on this form 

Requests for interview

If you are a person with a disability is there anything we need to know in order to offer you a fair selection interview? For example, please let us know if you need wheelchair access, a sign language interpreter etc.

Referees

Please indicate two people who can provide references, one of whom must be your present / last employer:

	Name:

Title:

Address:

Tel No:

E-mail: 

Please tick this box if you would prefer us not 
to take up this reference before an employment 
offer is made. 
	Name:

Title:

Address:

Tel No:

E-mail:

Please tick this box if you would prefer us not 
to take up this reference before an employment 
offer is made.    


Work restrictions

Are there any restrictions to your residence in the UK that may affect your right to take up employment with 
Carbon Descent? 
Yes


No

If yes, please provide details:
If you were successful in your application would you require a work permit prior to taking up employment? 
Please note that a work permit is required for anyone that is not a British or EU Citizen. 
Yes


No

Applicants should note that failure to declare any restrictions to employment or the need for a work permit could lead to termination of your contract.

Declaration

I declare that the information I have given is accurate and true 
Signed:









Date:








































17/10/2008
Consultancy & Installations Manager
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