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	Job description



Job title: Sustainability Officer

	Main purpose

	Your role is to support the Sustainability Manager and company in implementing the Sustainability Plan by fulfilling the duties listed below.



	Main duties

	Lead data capture, collation, in-depth analysis and reporting of sustainability-related metrics and key performance indicators, including data quality assurance and ensuring the company follows current reporting best practice
Advise and assist the Sustainability Manager and QHSE Manager on developing and implementing new processes and procedures where needed for sustainability-related  data, including provision of training and support to colleagues in central business functions
Assist the Sustainability Manager with ongoing monitoring, review and monthly reporting on Sustainability Plan delivery
Assist with annual sustainability reporting, including our Communication on Progress submission to the UN Global Compact. 
Assist the QHSE Manager with monitoring and continuous improvement of environmental management and compliance, including supporting the Environmental Working Group.
Advise and assist the Sustainability Manager with ongoing monitoring, reviews and revision of the Decarbonisation Plan
Advise and assist the Head of Estates and Howbery Park Estate on the implementation of decarbonisation actions, biodiversity and environmental improvements.
Advise and assist the business development team and trading divisions with regards to evidence of operational sustainability and social value, including preparing information on operational sustainability to support supplier questionnaires, proposals and bids.
Assist the Marketing and Communication Team with internal and external sustainability-related communications, as required.
In order to successfully fulfil these duties, you will be required to:
Attend meetings with the Sustainability Manager, QHSE Manager, Executive Board and Executive Committee members, Environmental Working Group and collaborate with many other members of the organisation
Maintain high-quality and accurate evidence of sustainability-related data and information, ensuring all data and information is appropriately named/identified and stored securely. 
Prepare briefing notes, reports and presentations as part of delivery of the Sustainability Plan, as well as present updates on sustainability-related matters to the Executive Board and Executive Committee when requested or in company spotlight sessions, as required.
Undertake duties in compliance with the Company’s Quality, Health and Safety and Environmental policies and procedures.


	Group
	Operations Management
	Reports to
	Sustainability Manager
	Responsible for
	N/A
	Date agreed
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    Job title:   Sustainability Office r    

Main  purpose  

Your role is to support the Sustainability Manager and company in implementing the  Sustainability Plan by fulfilling the duties listed below.  

 

Main duties  

   Lead data capture, collation,  in - depth  analysis and reporting of sustainability - related  metrics and key performance indicators, including data quality assurance and ensuring the  company follows current reporting best practice      Advise and assist the Sustainability Manager and QHSE Manager on developing and  implementing new processes and procedures where needed for sustainability - related   data, including provision of training and support to colleagues in central business  functions      Assist the Sustainability Manager with ongoing monitoring, review and monthly reporting on  Sustainability Plan delivery      Assist with annual sustainability reporting, including   our   Communication on Progress  submission  to the UN Global Compact.       Assist the QHSE Manager with monitoring and continuous improvement of environmental  management and compliance, including supporting the Environmental Working Group.      A dvise and a ssist the Sustainability Manager with ongoing monitoring, reviews and revision  of the Decarbonisation Plan      Advise and a ssist the Head of Estates and Howbery Park Estate on the implementation of  decarbonisation actions ,  biodiversity   and environmental improvements.      Advise and a ssist the business development team and trading divisions with regards to  evidence of operational sustainability and social value, including preparing information on  operational sustainability to support supplier questionnaires , proposals   and bids.      Assist the  Marketing and Communication Team with   internal and external sustainability - related communications, as required.   In order to successfully fulfil these duties, you will be required to:      Attend meetings with the Sustainability Manager, QHSE Manager, Executive Board and  Executive Committee members, Environmental Working Group and  collaborate  with many  other members of the organisation      Maintain high - quality  and accurate evidence   of sustainability - related data and information,  ensuring all data and information is appropriately named/identified and stored securely.       Prepare briefing notes, reports and presentations as part of delivery of the Sustainability  Plan, as well as present updates on sustainability - related matters to the Executive Board  and Executive Committee when requested or in company spotlight sessions, a s required.      Undertake duties in compliance with th e Company’s Quality, Health and Safety and  Environmental policies and procedures.  

 

Group  Operations Management  

Reports to  Sustainability Manager  

Responsible for  N/A  

Date agreed   

 

