
 

Stirling City Heritage Trust  Job Description 

 

 

Post Title: Grants & Education Officer (Retrofit) 

 

Location: 

 

Stirling 

 

Reports to: 

 

Stirling City Heritage Trust Manager  

Salary: 

 

£29,000 - £31,500 (dependent on experience) Full time 
equivalent- pay will be pro rata 

Hours/ Work Pattern: 

 

Part-time- 28 hrs per week; generally 9am-5pm and 
occasional working out with these hours required. 

Type of Contract:  

 

Part-time Fixed Term Contract to 31 March 2025 
 

Term of Contract: To 31st March 2025 
 

Probationary Period   

 

3 months 

 

Section B: STIRLING CITY HERITAGE TRUST 

Section B: TRADITIONAL BUILDINGS HEALTH CHECK SCHEME (TBHC) 
The TBHC is a unique building care service, the first of its kind in Scotland, managed by 
Stirling City Heritage Trust in partnership with Historic Environment Scotland.  The service 
commenced as a 5-year pilot (from April 2013-March 2018) and continues as a core activity 
of the Stirling City Heritage Trust.  
 
This proactive scheme has established a membership service available to all owners of 
traditional properties in the City of Stirling, Bridge of Allan and Dunblane.  The service is 
based on the ethos that prevention is better than cure, and that regular and systematic 
building maintenance is vital.    
 
The service offers members a periodic, affordable and comprehensive building fabric 
inspection. The TBHC inspector prepares a detailed building report for the owner, with a 
prioritised list of repair actions to promote, encourage and facilitate proactive building care. 
This new role of Grants & Education Officer will work closely with the TBHC Retrofit 
Inspector to provide specialist advice to building owners on tackling energy efficiency.    
 
The TBHC team supports members to achieve a better understanding of the maintenance 
and repair requirements of their buildings, and the appropriate materials and methods to be 
used. Developing a retrofit service is new to SCHT thanks to UK Shared Prosperity Funding 
and HES Funding.  

 
 

Section C: PURPOSE OF THE ROLE  
The Grants & Education Officer has a key role in delivery of the Trust’s new Energy 

Efficiency/ Retrofit Grant, supporting both the Trust Manager and SCHT team.  

The Grants & Education Officer will implement SCHT’s grant initiatives including assessment 

and management processes in accordance with the Trust’s policies and procedures to 

ensure projects meet the Trust’s core objectives and contribute to achieving the Trust’s wider 

Business Plan outcomes. They will also deliver education and outreach activities. 
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Section D: ORGANISATIONAL & PROJECT RELATIONSHIP 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 

Section E: COMMUNICATIONS 

Internal: SCHT Trust Manager, SCHT Trustees, SCHT staff, external consultants engaged 
by the Trust.  
 

External: Historic Environment Scotland (investment, education and conservation teams); 
Stirling Council Officers, property owners, contractors, local groups, project stakeholders etc.  
 

Section F: KEY DUTIES AND RESPONSIBILITIES 

1. GENERAL 
The Grants Officer has a key role in delivery of the Trust’s new Energy Efficiency/ Retrofit 

Grant, supporting both the Trust Manager and SCHT team.  
 

The Grants Officer is:  

− Required to work independently and is accountable to the SCHT Trust Manager.   

− Represent the Trust at meetings, events and other activities as the post requires. 

− Support the Trust Manager in monitoring, evaluation and strategic direction of the 

Trust’s grants and projects.  This may include working in the Trust’s MS Access 

database to input project data and collate statistics for evaluation of the Trust projects 

and undertaking feedback surveys with grantees, property owners and contractors.   
 

In addition to those duties listed below, the Grants Officer will carry out any other duties 
commensurate with the post, as may be reasonably requested by the Trust Manager or 
Board. 
 

2. TRADITIONAL BUILDING ENERGY EFFICIENCY/ RETROFIT GRANTS  

To deliver the Trust’s this initiative, grants for energy efficiency retrofit for member properties 

in the Trust’s Traditional Buildings Health Check service.  This will include:  

− Assessment of grant applications and forming recommendations to the Trust 

Manager and Board.  

− Management of an ongoing caseload of building repair grants, monitoring works and 

ensuring compliance with set terms and conditions. 

− Support to applicants at all stages of the process in order to maximise the 

effectiveness of the Trust’s grant-making initiatives. 

− Undertake site visits, alone or with the TBHC Inspectors, to assess repairs against 

technical criteria.  Meet with owners, building professionals and contractors on site.  

− Maintain paper and electronic files, for the assessment, management and evaluation 
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of grants using established systems. 

− Produce high quality and timely reports for the Trust Manager and the Board 

regarding the grant scheme. 

− Provide an adequate level of technical advice and support to property owners, 

building professionals, heritage groups and the general public. 
 

3. OUTREACH/ PARTNERSHIP PROJECTS 

To deliver education around energy efficiency of traditional buildings including: 

− Support of the Trust’s TBHC lecture series and other educational activities. 

− Develop contractor training in retrofit. 

− Working with local stakeholders and national agencies to improve understanding of 

how traditional buildings can become more energy efficient. 

− Events may include Trust-led initiatives, or support of other projects. Activities may 

include organising workshops, exhibitions, and publications, alone or with others. 

− Working with staff from Stirling CARS project as and when required. 

− Working with key partners such as Stirling Council and HES. 
 

4. FINANCE  

The post holder will be responsible for: 

− The working grants budget, reporting regularly to the Trust Manager. 

− The outreach programme budget, reporting regularly to the Trust Manager. 

− Processing grant payment claims with the Trust’s Office Manager.  
 

Section G: ESSENTIAL QUALIFCATIONS, EXPERIENCE AND KNOWLEDGE 
 

1. Degree or Postgraduate qualification in a relevant subject such as architecture, building 
conservation, planning, or building surveying; or alternatively equivalent related expertise 
in the building conservation or heritage sectors.  

2. Relevant work experience in the field. 
3. An interest in energy efficiency and the challenges of retrofit for traditional buildings. 
 

Section H: DESIRABLE SKILLS, EXPERIENCE AND KNOWLEDGE 

 
1. Membership of a relevant professional body (e.g. RIAS, RICS, RTPI, IHBC). 
2. Proven track record in project delivery of conservation grant schemes. 
3. Experience of delivering outreach projects.  
4. Sound financial management experience and excellent numerical skills. 
5. Excellent communication skills: ability to communicate with a broad range of people 

including the public, building professionals and contractors. 
6. Good level of computer literacy, good written skills. Strong experience of writing and 

presenting information in a clear and concise manner within a prescribed framework. 

7. Understanding of Health & Safety legislation.  
8. Team player also able to work effectively alone with minimum supervision. 
9. Excellent organisational skills: ability to work to tight deadlines; co-ordinate a number of 

tasks simultaneously; prioritise, programme and self-manage a busy workload.  
10. A flexible approach to your role and ongoing project development. 
11. Ability to compile, analyse and manipulate data accurately with experience of MS Access.  
12. Handle sensitive and confidential information and situations appropriately both internally 

and externally and in compliance with GDPR.  
13. A ‘can do’ attitude and willingness to work proactively with all team members. 
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Section I: WORKING ENVIRONMENT 

 

− Ability to be flexible in working hours should the job dictate.  Including working outwith 9-5 
such as occasionally attending evening meetings and weekend events. 

− The post-holder will be expected to inspect buildings and repair works on site from time 
to time and should be able to negotiate ladders and scaffolding and be comfortable 
working at height. 

− Refer to the Occupational Health Job Analysis Form for further details. 
 

 


