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Job description 
Job Title:         Household Energy Advisor SCP 24 £20,858p.a
Responsible to:
PECT Project Manager, CKH Project Team  

Key Tasks:

1. To undertake face-to-face advisory visits to at least 600 Cross Keys Homes tenants each year at their homes.
2. Provide practical on line help and guidance on lower energy cost options available to the residents by accessing the appropriate websites to compare options and change tariffs 
3. Provide the resident with help and guidance to maximise the benefits to which they are entitled, having carried out an on line benefit assessment 
4. Assist the resident with advice and guidance on water tariffs and also advise on any other utility savings which may be achievable, such as single person discounts or direct debit options to achieve yearly savings 
5. Provide residents with a range of Energy Efficiency schemes as well as Water Efficiency Advice.
6. To collate survey data, before and after visits so that progress and savings achieved by the scheme can be monitored, and reported.
7. To attend community events/workshops as directed by Cross Keys Homes.
8. To liaise with Cross Keys Homes on a regular basis, and produce monthly and annual progress reports.

9.   Make appropriate referrals to CAB for more complex debts   

which impact on the customers ability to pay utility bills 

Main Duties:

1. To liaise with Cross Keys Homes on a regular basis, and produce monthly and annual progress reports. This report will detail project progress, achievements to date and actual savings achieved
2. To visit residents in their homes and provide them with energy efficiency and water efficiency advice. 
3. To assist and facilitate residents with finding cheaper energy supply options. To help to maximise benefit take up as well as provide advice and guidance on other utilities where savings could be made.

4. Check tenants bills to ensure that they are correct and investigate any discrepancies, helping the resident take this matter up with the utility concerned.

5. To compile and deliver project information packs.
6. To conduct follow up surveys with the householders who have received a visit to monitor the impact of the advice and assistance provided.
7. To enter data gathered from surveys into a database using Microsoft Office Access.
8. The analysis of survey data and writing project reports.
9. To organise and co-ordinate project events.
10. Work with the Marketing Officer to ensure high project profile amongst local residents and media.
11. Manage project budget.

The Project Officer’s work will be during normal office hours but the nature of the project will require working outside of these hours, at the PECT Office or wherever required. The Officer will be required on occasion to work on a weekend for events or to conduct household visits. The Officer will also be required to assist the work of PECT as and when required.

Note:

This is a description of the job, as it is constituted at the date shown. It is the practice of PECT to periodically examine Job Descriptions, update them and ensure that they relate to the job performed, or to incorporate any proposed changes. The Chief Executive of PECT will conduct this procedure in consultation with the post holder.

In these circumstances it will be the aim to reach agreement on reasonable changes, but if agreement is not possible, management reserves the right to make changes to your job description following consultation.

The Job Description was compiled by Mark Randall on 21/05/10
Description agreed by (Post holder): 


Date:
PAGE  
 


