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[bookmark: job_advert]Job Advert
Post: Energy Adviser
Location: Musselburgh Citizens Advice Bureau, with travel across East Lothian
Salary: £26,299 - £29,391.18 (dependent on experience)
Hours: Full time - 35 hours per week
Contract: Fixed term - 2 years

Musselburgh Citizens Advice Bureau is recruiting a specialist Energy Adviser to support people across East Lothian with a wide range of energy-related issues. The core focus of this role is to provide empathetic, practical support to vulnerable clients, including those experiencing fuel poverty, financial hardship, health challenges, or crisis situations. While the role prioritises vulnerable households, the service is open to all residents who need help understanding and managing their energy use.
Thanks to two years of dedicated funding, this post will help households reduce energy costs, improve home warmth, and increase financial security. This is a rewarding opportunity to make a real difference to people whose wellbeing may be affected by cold homes, low incomes, or complex needs.

As an Energy Adviser, you will support clients to:
· Understand their energy bills, tariffs, and usage
· Set and use their thermostat effectively
· Use air source heat pumps efficiently
· Make best use of storage heaters
· Access grants, hardship schemes, and Fuel Bank vouchers
· Switch suppliers or resolve billing issues
· Make complaints to the Energy Ombudsman
· Install small, simple energy-saving measures in the home
· Access further support through Home Energy Scotland referrals
You will also deliver training to partner organisations, run energy drop-in sessions, and promote the service through community engagement.
Full training is provided, including City & Guilds Level 3 Energy Awareness and the Citizens Advice Adviser Training Programme, making this role suitable for both new and experienced advisers.

[bookmark: job_description]Job Description
[bookmark: key_responsibilities]Key Responsibilities
· Provide specialist, holistic energy advice to clients by phone, email, in person, and through home visits.
· Offer sensitive, trauma-informed support to vulnerable clients, ensuring their needs are understood and addressed appropriately.
· Help clients understand energy bills, tariffs, heating systems, and energy-efficient behaviours.
· Support clients to access grants, hardship funds, and crisis support such as Fuel Bank vouchers.
· Identify risks, energy-saving opportunities, and home improvements.
· Make referrals to Home Energy Scotland and other relevant services.
· Deliver training to partner organisations on recognising and supporting clients with energy issues.
· Hold and attend energy advice drop-in sessions and outreach events.
· Promote the energy advice service through a range of communication methods.
· Maintain high standards of advice in line with Citizens Advice Scotland’s Quality of Advice Standards.
· Manage an active caseload efficiently while providing a high-quality, client-focused service.
· Produce project reports and contribute to monitoring and evaluation.
· Represent the bureau at stakeholder meetings and community events.
This job description outlines the main duties but is not exhaustive.

[bookmark: person_specification]Person Specification
[bookmark: essential]Essential
· Strong interest in energy advice and supporting vulnerable people.
· Ability to work sensitively with clients experiencing distress, crisis, or complex needs.
· Good IT literacy (MS Office and relevant software).
· Excellent interpersonal and communication skills.
· Ability to manage your own workload and work independently.
· Understanding of fuel poverty, cost-of-living pressures, and household energy issues.
· Commitment to ongoing professional development and keeping up to date with relevant guidance.
· Strong organisational skills, attention to detail, and good time management.
· Analytical, adaptable, and able to problem-solve effectively.
· Motivated, energetic, and methodical in approach.
· Full clean driving licence and access to a vehicle with business insurance.
· Clear Disclosure Scotland certificate.
[bookmark: desirable]Desirable
· Knowledge of the aims and principles of the Citizens Advice Bureau service.
· Completion of the CAB Adviser Training Programme.
· City & Guilds Level 3 Energy Awareness qualification or similar.

How to apply
Please send your CV and covering letter to ashley.gray@musselburghcab.org.uk by 1.00pm on Thursday 21st May 2026.
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