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Job description: Sustainability Officer

Job details
[bookmark: _Toc10532019]
	Job title:
	Sustainability Officer

	Department:
	Central services – Sustainability

	Location:
	National (Remote)

	Reporting to:
 (job title only)
	Head of Sustainability and Social Value 

	Direct reports:
 (job title only)
	N/A

	Job purpose:
	
This fixed-term role is designed to support supplier engagement and the collection of Scope 3 activity data. The Sustainability Officer will be responsible for categorisation of our supply chain into tiers (based on spend, category, and emission relevance) and engaging with an agreed number of suppliers on sustainability. The main purpose of the job is to collect information on suppliers’ sustainability initiatives, and activity data that forms our Scope 3 emissions, whilst also supporting suppliers to increase their engagement with the sustainability agenda. 


	Role and Responsibilities:
	
You will be working alongside the Head of Sustainability and Social Value, an external team of carbon consultants, and internal sustainability champions to deliver the project objectives. 

The position of Sustainability Officer is a varied, project-driven role, strongly focused on data management, and requires good inter-personal skills, attention to detail and strong administration. The main responsibilities will include: 

Supply Chain Mapping & Data Preparation
· Extract and organise supplier data from finance and other systems.
· Categorise suppliers by spend, category, and relevance to Scope 3 emissions.
· Support identification of priority suppliers (e.g., top 50 based on spend/emissions relevance).
· Maintain accurate supplier datasets and tracking logs.

Supplier Engagement Coordination
· Develop clear communications for suppliers (emails, FAQs, templates).
· Support preparation and delivery of supplier webinars, workshops, or 1:1 sessions.
· Act as a point of contact for suppliers needing guidance on carbon reporting basics.
· Follow up with suppliers to encourage participation and resolve queries.

Data Collection & Quality Assurance
· Launch and manage the supplier data collection process.
· Monitor responses, chase outstanding submissions, and log progress.
· Check completeness and consistency of the data received.
· Escalate any concerns regarding data quality or missing information.
· Upload and store data securely using agreed systems (e.g., SharePoint, Medius, ESG platforms).

Project Support & Administration
· Update project trackers, timelines, and progress reports.
· Flag risks or delays in supplier engagement.
· Coordinate with internal (Procurement, Finance, IT, and others) and external (suppliers, carbon consultants) stakeholders.
· Assist in preparing project updates and briefing materials for leadership teams.

Contribution to Sustainability & Compliance
· Support alignment of supplier engagement with NHS Net Zero requirements and wider sustainability goals.
· Help document processes and lessons learned to support future phases of supplier engagement.
· Contribute to wider sustainability tasks where capacity permits (e.g., social value reporting, ESG communications).

Equality, Diversity & Inclusion (EDI)
· We are proud to be an equal opportunities employer and are fully committed to EDI best practice in all we do.  We believe it is the responsibility of everyone to ensure their actions support this with all internal and external stakeholders.
· Be aware of the impact of your behaviour on others
· Ensure that others are treated with fairness, dignity and respect
· Maintain and develop your knowledge about what EDI is and why it is important
· Be prepared to challenge bias, discrimination and prejudice if possible to do so and raise with your manager and EDI team
· Encourage and support others to feel confident in speaking up if they have been subjected to or witnessed bias, discrimination or prejudice
· Be prepared to speak up for others if you witness bias, discrimination or prejudice


	Clinical Governance:
(where applicable)
	N/A

	Training and supervision:
	N/A

	Additional information:
	Although the role is remote/home-based, travel to regional head offices or key suppliers may be required occasionally, where an occasional overnight stay can be expected.



Person specification

	
	Essential
	Desirable

	Qualifications
	Sustainability or Procurement training/degree
	Project Management Course

	Experience
	Knowledge of sustainability, carbon reporting, or supply chain management.
Project delivery/coordination.
Strong organisational, coordination, and administrative skills.
Excellent written and verbal communication skills.
Ability to engage professionally and confidently with external suppliers.
Good attention to detail, especially when working with data.
Competence in Microsoft Excel, SharePoint, and general digital tools.
Ability to manage multiple tasks and meet deadlines.
	Experience working with procurement or finance data.
Familiarity with ESG platforms or supplier assessment tools.


	Skills/knowledge
	Understanding of greenhouse gas reporting/carbon footprinting. 
Excellent coordination, planning and organisational skills. 
Ability to understand, manipulate and present data and information in a report format.
Ability to work independently and manage multiple priorities.
IT literate – intermediate level minimum.
	Understanding of supply chain emissions.  
Understanding of GDPR and data security principles.

	Specialist training
	n/a
	n/a 

	Personal competencies and qualities
	Proactive and self‑motivated, with a willingness to learn.
Comfortable working independently and asking questions when needed.
Collaborative, friendly, and able to build positive relationships.
Problem‑solver with a practical, hands-on approach.
Passion for sustainability and improving environmental performance.
Excellent time management and presentation skills.
Excellent verbal and written communication skills.
Ability to use initiative and act with urgency and transparency.
High level of enthusiasm and motivation.
Ability to work under pressure.
Behaves in an inclusive, respectful manner and encourages the same.
	




Version Control

	Owner:
	Human Resources	Review:
	Annually
	Classification:
	1 (Proprietary)

	Author:
	Human Resources	Version:
	V1.1	Status:
	PUBLISHED
	Date Published:
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	Code:
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	Version:
	Date:
	Summary of Changes

	V1.1
	03.12.19
	Document copied onto authorised VHG branded Policy Template (original had no coding)

	V1.2
	06/08/20
	Updated to include diversity and inclusion statement

	V1.3
	18/11/25
	Updated VHG logo and head office address 
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