
 
 
 

Community Energy Adviser Job 
Pack  
 
 
JOB TITLE:  Community Energy Adviser 

 
SALARY: £26,805 - £28,675 FTE depending on experience 

 
HOURS: 37.5 hours per week (job share may be considered, we 

are happy to discuss part-time hours between 
candidates)  
 

LOCATION: The role will be based between our Winchester and 
Wickham offices and also requires frequent travel 
across the Winchester District  
 

TYPE: Permanent 
 

REPORTING TO: Natasha Charlton, Deputy Advice Service Manager & 
Health Lead 
 

DBS: This role will be subject to a Disclosure and Barring 
Service (DBS) enhanced check 
 

CLOSING DATE: Thursday 8 October 2026 at 10am 
  

 About this role  
The Rural Energy Connect project will deliver free, independent and impartial 
energy advice to vulnerable households across Mid-Hampshire. The Community 
Energy Adviser will work with clients that are experiencing fuel poverty, energy 
affordability issues, debt, disconnection risk or difficulties managing their energy 
costs. The role will combine community outreach, one-to-one advice, and casework 
support. 
 
Working in trusted community settings such as food banks, warm hubs and 
community venues, the Community Energy Adviser will help people understand and 
manage their energy situation, access support schemes and grants, improve energy 



efficiency and build longer-term financial and energy resilience. The adviser will 
identify households requiring additional support and provide in-depth assistance or 
referral to a specialist casework service where appropriate. 
 
The Community Energy Adviser will work across the Winchester District area and 
will be part of a wider team working across the Mid-Hampshire region (New Forest, 
Test Valley, Winchester & District and East Hampshire). 
 
Key tasks  

 
Client Advice and Casework 
• Provide high-quality information, advice and casework covering a broad range 

of energy-related issues. 
• Deliver light-touch and in-depth energy advice through face-to-face, telephone 

and virtual channels. 
• Help clients understand energy bills, tariffs, supplier communications and 

energy usage. 
• Support clients to reduce energy costs through behaviour change, energy 

efficiency measures and access to available support schemes. 
• Assist clients to access the Warm Home Discount, Priority Services Register and 

other relevant energy support programmes. 
• Support clients experiencing energy debt, repayment difficulties or risk of 

disconnection. 
• Assist with applications to supplier hardship funds, emergency fuel support 

schemes and local welfare provision. 
• Research options and explain implications so clients can make informed 

decisions. 
• Negotiate with energy suppliers and other third parties where appropriate. 
• Support clients to improve their confidence and ability to manage energy costs 

independently. 
• Provide holistic support by identifying related issues and referring clients to 

appropriate Citizens Advice services or partner organisations. 
 

Outreach and Community Engagement 
• Deliver advice sessions from community venues across the Winchester District 

area. 
• Build effective relationships with community organisations, referral partners 

and host venues. 
• Engage with vulnerable and hard-to-reach residents, including those affected by 

rural isolation, transport barriers, disability, ill health and digital exclusion. 
• Promote energy awareness and encourage early intervention before issues 

escalate into crisis. 
• Represent the organisation at community events, outreach sessions and 

partnership meetings. 
• Arrange home visits where required to ensure services remain accessible to 

vulnerable clients. 
 



 
 

Administration and Quality 
• Maintain accurate and timely client records using the Citizens Advice case 

management system. 
• Record outcomes, financial gains, debt reductions and other project 

performance measures. 
• Ensure compliance with quality assurance, safeguarding and information 

security requirements. 
• Assist with client feedback and evaluation activities. 
• Participate in case reviews, supervision sessions and quality assurance 

processes. 
• Work within Citizens Advice policies, procedures and Advice Quality Standard 

requirements. 
• Contribute to project reporting and monitoring requirements. 

 
Team Working 
• Work collaboratively with colleagues across partner Citizens Advice offices. 
• Refer clients who require extended support to a dedicated energy caseworker. 
• Share knowledge, learning and good practice with team members. 
• Attend team meetings, training events and project development activities. 
• Contribute to the continuous improvement of the Rural Energy Connect service. 

 
Other 
• Uphold the aims and principles of Citizens Advice. 
• Complete induction, mandatory training and continuing professional 

development requirements relevant to the role. 
• Comply with all organisational policies, procedures and guidance including 

health and safety guidelines, and share responsibility for own health and safety 
and that of colleagues. 

• Embed Equity, Diversity and Inclusion (EDI) in day-to-day work 
• Achieve and maintain the required energy advice qualification and 

competencies. 
• Identify own learning and development needs and take steps to address these, 

including keeping technical knowledge up to date. 
• Undertake any other duties reasonably required within the scope of the role to 

ensure the effective delivery and development of the service. 
• The successful candidate will be subject to an enhanced DBS check. 
• Keep up to date with research and campaigns issues and ensure that this is 

promoted and integrated in a way relevant to the role. 
 
 
 
 
 
 



 
Person Specification 
 
Essential 

1. Strong interpersonal and communication skills with the ability to engage 
sensitively and effectively with vulnerable clients.  

2. Ability to explain complex information clearly and accessibly.  
3. Ability to build trust and establish effective working relationships with clients 

and partner organisations.  
4. Experience of working independently whilst managing a varied workload.  
5. Excellent organisational and time management skills.  
6. Good numerical skills and the ability to understand financial information.  
7. Ability to identify solutions and support clients to make informed decisions.  
8. Experience of maintaining accurate records and using case management 

systems or databases.  
9. Good IT skills, including Microsoft Office applications and online systems.  
10. Understanding of confidentiality, safeguarding and professional boundaries.  
11. Willingness to work flexibly across multiple community venues and locations 

including occasional home visits for more vulnerable clients. 
 
Desirable 

12. Experience of providing advice, support, advocacy or casework to people 
experiencing financial hardship, vulnerability or other life challenges.  

13. City & Guilds Level 3 Energy Awareness qualification or equivalent.  
14. Experience of providing energy advice.  
15. Knowledge of fuel poverty, energy efficiency and energy affordability issues.  
16. Experience of supporting clients with debt, welfare benefits or income 

maximisation issues.  
17. Experience of delivering outreach services in community settings.  
18. Experience of working with people experiencing multiple or complex needs.  
19. Understanding of rural deprivation and barriers to accessing services.  
20. Experience of partnership working and community engagement.  
21. Full driving licence and access to a vehicle insured for business use. 

 
Additional requirements 

• The role requires frequent travel within the Winchester District area hence a 
reliable means of transport is essential. Candidates who can drive and own a 
vehicle insured for business purposes will be well-suited for this position.  

• Appointment subject to satisfactory references and DBS clearance.  
• Successful candidates will be required to obtain and maintain a recognised 

City & Guilds Level 3 Energy Awareness qualification (or equivalent) before 
commencing advice delivery. Full support will be given for any candidates 
who do not already have this. 

 
 
 



 
About Citizens Advice Winchester District  
Citizens Advice Winchester District is a local, independent charity that aims to 
improve the lives of local people through advice, support and campaigning. Our 
free advice service helps people to overcome their problems, uphold their rights 
and create a fairer society for all. Our service is here for everyone. We don't 
discriminate or judge and we deliver our advice with compassion and kindness. 
 

Our values 
We’re inventive. We’re not afraid of trying new things and learn by getting things 
wrong. We question every idea to make it better and we change when things aren’t 
working. 
 
We’re generous. We work together, sharing knowledge and experience to solve 
problems. We tell it like it is and respect everyone. 
 
We’re responsible. We do what we say we’ll do and keep our promises. We 
remember that we work for a charity and use our resources effectively. 
 
What we give our staff 
 
Citizens Advice Winchester District is a great place to work! If you join us, 
you are guaranteed: 
 

➢ Competitive rates of pay (within the charity sector) 
➢ Excellent training opportunities. 
➢ A fantastic opportunity to launch or progress a career in the 

voluntary sector, developing a wealth of useful knowledge, skills 
and experience. 

➢ Confidential Employee Assistance Programme. 
➢ A company that is committed to its employees, valuing their knowledge, 

wellbeing, creativity and flexibility. 
➢ The chance to work with amazing people within a nationally recognised 

charity. 
 

The Citizens Advice service values diversity, promotes equality and challenges 
discrimination. We encourage and welcome applications from people of all 
backgrounds. We particularly welcome applications from disabled and Black, 
Asian and Minority Ethnic people, as they are currently under represented in our 
workforce. 

 
 
 
 
 
 



 
Three things you should know about Citizens Advice 
 
1. We’re local and we’re national. We have six national offices and offer direct 
support to people in around 300 independent local Citizens Advice services 
across England and Wales. 

 
2. We’re here for everyone. Our advice helps people solve problems and our 
advocacy helps fix problems in society. Whatever the problem, we won’t turn 
people away. 

 
3. We’re listened to - and we make a difference. Our trusted brand and the 
quality of our research mean we make a real impact on behalf of the people 
who rely on us. 

 
 

Overview of Citizens Advice 
 

The Citizens Advice service is made up 
of Citizens Advice - the national 
charity - and a network of around 300 
local Citizens Advice members. 

 
This role sits in our network of 
independent charities, delivering 
services from 

 
• over 600 local Citizens Advice 

outlets 
• over 1,800 community centres, 

GPs’ surgeries and prisons 
 
 

They do this with: 
 
• 6,500 local staff 
• over 23,000 trained volunteers 

 
Our reach means 99% of people in 
England and Wales can access a local 
Citizens Advice within a 30- minute 
drive of where they live. 
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