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1.    
POST TITLE: 


  Energy Officer
2. 
POST NUMBER:



3. GRADE:

            Grade 7
Job Evaluation Ref No: N9461
  
4. LOCATION:
Your normal place of work will be County Hall, Durham.  
However, you may be required to work at any council 
workplace within County Durham.

5.         RELEVANT TO THIS POST:

Flexible Working:
The Council’s Flexible Working Hours Policy does apply to this post.  The postholder may be required to work outside of normal hours.

Contract:
This is a full time post (ending 30th September 2019) part funded by European Regional Development Fund (ERDF) for England 2014-2020

6. ORGANISATIONAL RELATIONSHIPS


The post holder will be accountable to the Business Energy Efficiency Project Team Manager within the Low Carbon Economy Team of the Environment and Planning and Assets Section of Durham County Council
7. DESCRIPTION OF ROLE

The post holder is responsible for promoting and facilitating sustainable development, carbon reduction, energy efficiency, and renewable energy technologies within micro, small and medium sized enterprises (SMEs) across County Durham in line with targets and outcomes of the Business Energy Efficiency Project (BEEP).
The postholder is responsible for completing in-depth energy audits of SMEs, identifying opportunities for financial and CO2e savings through energy efficiency, efficient processes and procedures and on-site renewable energy generation.  The postholder will also provide dedicated support for the successful adoption of the opportunities identified alongside assisting with the delivery of events and workshops related to achieving BEEP milestones. 
8. DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST

General

· Support SMEs within County Durham to generate financial and CO2e savings through 
energy efficiency, renewable energy, process and procedural efficiencies
· Deliver SME energy audits, analyse the results, develop and present bespoke financial and 
CO2e savings reports
· Working alongside the Project Manager and Council Procurement colleagues, support 
participating SMEs through the BEEP grant fund process to identify, procure and install 
appropriate technologies
· Provide specialist advice to participating SMEs and the BEEP team on appropriate energy 
efficiency, renewable energy, process and procedural efficiencies
· Collate, analyse and report energy data through the councils energy management system 
(SystemsLink)
· Develop SME promotion and engagement materials, deliver project workshops and events
· Monitor and report progress against project outcomes and timescales
· Support all participating SMEs, the Project Manager, Project Support Officer and the other 
Energy Officers to efficiently and effectively deliver the Business Energy Efficiency Project 
through to completion
· The above is not exhaustive and the post holder will be expected to undertake any duties 
which may reasonably fall within the level of responsibility and the competence of the post 
as directed by the Head of Service
9. COMMON DUTIES AND RESPONSIBILITIES

9.1 Quality Assurance 


To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.

9.2 Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of it’s service to internal and external customers.

9.3 Health and Safety 

To ensure that the Health and Safety policy, organisation arrangements and procedures as they related to areas, activities and personnel under your control are understood, implemented and monitored.

9.4 General Management  

To provide vision and leadership to staff within the potholder's team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.
9.5 Financial Management  

To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

9.6 Appraisal 


All members of staff will receive appraisals and it is the responsibility of each member of staff to following guidance on the appraisal process.

9.7 Equality and Diversity 


As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we are developing policies, which will seek to remove any barriers to equality of opportunity and to eliminate unfair and unlawful discrimination.


These policies apply to all employees of Durham County Council.

9.8 Confidentiality 


All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.
9.9 Induction 

The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

PERSON SPECIFICATION – Business Energy Efficiency Project Energy Officer (Grade 7)
	
	Essential
	Desirable
	Method of Assessment

	Qualifications
	· HNC or equivalent in a related discipline
Or

· Specialist professional, energy management and/or energy auditing qualifications

	· EPC, ESOS and DEC certified
· Educated to degree level or equivalent in a related discipline
	· Application form

· Interview

	Experience
	· Delivering SME energy audits

· Operating energy/utilities databases and software

· Developing and delivering events

· Delivering support and guidance to SMEs

· Managing or leading grant schemes

· Project Management
· Delivering EPCs, ESOS, DECs or related similar certified building energy assessment process

· Delivering behavioural awareness sessions
	· Previous experience within European Regional Development Funded projects

· Sound knowledge of sustainability, carbon reduction and climate change adaptation programmes

·  
Project and Performance Management processes 
· Knowledge of industrial, process and manufacturing sectors 

· Promotion and communication streams including the use of social media platforms
	· Application form

· Interview

	Skills/ knowledge
	· Excellent written and verbal communication skills across all media

· An understanding of the relationship between SME energy management and SME competitiveness

· Knowledge of spreadsheets and data analysis

· Knowledge and understanding of policy, strategy and funding opportunities relating to energy efficiency, renewable technologies and energy efficiency

· Excellent all round IT skills

· Knowledge of SME financial and CO2e saving opportunities
	· Good understanding of best practice in energy efficiency and renewable energy technology/equipment/ processes

· Marketing and communication skills
· Ability to present information in a clear and accessible way to different audiences

· Experience of operating energy monitoring equipment
	· Application form

· Interview

	Personal Qualities
	· Excellent team working skills

· Well organised and methodical

· Demonstrable ability to work to deadlines and manage challenging situations

· Ability to build and maintain relationships with stakeholders

· Access to a car or means of mobility support (if driving then must have a current valid driving licence and appropriate insurance)
· May be required to work outside of normal office hours


	· Commitment to excellent customer service
· Determination to deliver quality results for stakeholders
	· Application form

· Interview
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