
WOKING BOROUGH COUNCIL
JOB PROFILE

JOB DESCRIPTION
Job Title:		Energy Management Officer					
Pay Grade:		W5
Team:			Property Services		
Function:		Place
Responsible to:	Senior Building Services Engineer      	
Job Purpose:	

· This is a key post within property Services ensuring WBC is on target to achieve net zero carbon emissions by 2050 in line with Government legislation and our social responsibility as a local authority. The post holder will be responsible for calculating the WBC carbon footprint and how the best use of fuel and power conservation technologies may be utilised to reduce emissions while ensuring accurate energy management data is maintained. 

· Energy supply chains will be reviewed, and best value sought while ensuring sustainable power generating initiatives are monitored for new and emerging solutions to emission reductions.

· The Energy and Sustainability officer will act as expert on all energy systems and guide efficiency improvements across the Council owned corporate stock. Engagement with a range of stakeholders will be required and the ability to offer advice and have direct input on any queries that may arise from both technical and non-technical enquiries.

· Procurement and management of energy contracts across the Council’s estate. 

Key Area: 

PLACE - An Enterprising, Vibrant and Sustainable Place
We will help to create a sustainable community which has a strong identity and is a place where people want to be, by:
· maintaining a high quality natural environment where resources are used wisely and biodiversity is conserved;
· creating a high quality built environment which meets local needs, and enables an enterprising culture to flourish and the local economy to prosper; and
· providing, in collaboration with partners, the physical and electronic
· infrastructure to enable efficient and integrated travel and to support high quality electronic services.




Main Tasks:

1. Broad understanding of building terminology and a good understanding of all technical services carried out within the department including principles of building and facilities management contracts, building regulations and planning.

2. Engage with energy suppliers and prepare contract documents for inclusion within any tender packages.

3. Identify and engage with zero net carbon suppliers.

4. Design and implement effective data management systems to ensure auditable records are maintained to measure rate of progress towards net zero emissions.

5. To manage the procurement of energy generation and energy efficiency capital 
equipment on behalf of the authority in accordance with the Council’s financial rules and standing orders. 

6. To manage the procurement of and contracts for energy, water and fuel for the organisation.

7. To manage the monitoring of the organisations energy and water use including 
overseeing the procurement and operation of the energy management and billing system for the council.

8. Maintain up to date records of all energy usage on a building by building basis.

9. Identify underperforming systems and propose upgrades/renewals as required.

10. Provide expert input into the development of processes and strategy to complement existing WBC key objectives.

11. Prepare reports to share with the Assistant Director (property) to reflect progress towards energy conservation and emissions targets.

12. To ensure that the Council’s statutory duties, obligations and objectives are achieved and all relevant Government legislation relating to energy conservation and emissions are satisfied.

13. Assist other professional and technical staff within the Property Services team regarding energy and sustainability.

14. Good ability in the use of MS Office and energy management software.

15. Any other duties at a level appropriate to the post as requested by the Assistant Director (Property).

Main areas of Work

16. Develop and implement energy and sustainable strategies across the Borough. 

17. To act as the Council’s expert in all matters relating to energy and sustainability.

18. To collate data on energy usage for all corporate stock and identify areas for improvement.

19. To work towards the net zero emissions target for 2050

20. To develop and produce regular assurance reports for senior managers covering all areas of performance, processes, procedures, and statutory compliance responsibilities.

21. Work with and advise other departments on all related matters.

22. Manage the energy and sustainability related risk within the strategic risk register and prepare and monitor an energy and sustainable risk register.

23. Contribute to the development of energy saving strategies with the professional team in the Property Services Department. 

24. Maintain an up to date knowledge of legislation, current trends, new technologies and emerging markets. 

25. Provide technical analysis and review for performance monitoring.

26. To be responsible for ensuring complaints are dealt with promptly and in line with the relevant policies and procedures.

27. Ensure that all contracts are managed effectively, with performance and safety being at the forefront of the service delivery.

Other Duties:

28. To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities.

29. To be available for meetings and undertake such other duties, training and/or hours of work as may be reasonably required, and which are consistent with the general level of responsibility of this post.

PERSON SPECIFICATION
Job Title: Energy Management Officer

	  Criteria
	 Standard
	E/D
	Measure

		Education & 	training
	· Educated to degree level or equivalent.
	D

	A

	
	· Corporate membership of a relevant professional body.
	D

	A


	
	· Related qualification in Energy and sustainability.
	E

	A


	
	· Willing to work towards a job specific work based qualification upon successful completion of probationary period 
	E
	I

		Experience
	· Previous experience of Energy and sustainability in a similar role.
	E

	A/I

	
	· Qualified to degree level or equivalent and/ or professionally qualified with an ability to demonstrate relevant experience.
	E
	A/I


	
	· Good understanding of current building standards with particular reference to Part L Building Regulations.
	E

	A/I


	
	· Performance management and Key Performance indicators.
	E

	A/I

		Special Skills
	· Able to converse at ease with customers and provide advice in accurate spoken English.
	E
	I

	
	· The ability to manage, plan, prioritise and deliver a wide-ranging workload and work well under pressure.
	E
	A/I/T



	
	· Good understanding of outsourced Contracts and KPI / SLA agreements.
	E
	A/I

	
	· The ability to communicate effectively both verbal and written at all levels.
	E

	A/I


	
	· Accuracy in work with an eye for detail. 
	E

	A/I/T


	
	· Proficient Microsoft Office Skills.
	E

	A/I/T


	 Special Skills
 Continued
	· Knowledge of energy procurement. 
	E
	A/I

	
	· The ability to work effectively as part of a team
	E

	A/I


	
	· Self-starter with an ability to work on own initiative.
	E
	A/I

		Motivation
	· A willingness to adopt an enthusiastic and flexible approach to work and to contribute to the work of the team and business area.
	E
	I

		Personality
	· Organised and methodical.
	E
	I

	
	· Confident.
	D
	I

	
	· Outgoing and enthusiastic.
	E
	I

	
	· Calm and Efficient.
	E
	I

		Special 	Requirements
	· Occasional requirement to work outside normal office hours – evenings and weekends.
	E
	A/I


Key:
E = Essential, D = Desirable, A = Application Form, I = Interview, T = Test
Candidate Screening:
Rehabilitation of Offenders Act 1974 does/doesn’t apply
Disclosure and Barring Service check: Not required
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Woking Borough Council Role Map

Job Title:  Energy Management Officer

Team: Property Services
 
Function: Place

	Behaviours
	Level required

	Shaping our Future
	2

	Leading our People
	2

	Delivering for our Customers
	3

	Making Change Happen
	2

	Team and Partnership Working
	3

	Communicating Openly
	2

	Performance Management
	2





Please refer to the Council’s Behavioral Framework for examples and indicators of the expected behavior required at each level (this will be attached as a document to each job advert).
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