	Job title:
	Billing and Metering Admin

	Line manager:
	Billing and Metering Manager  

	Grade (if applicable):
	

	Direct reports: 
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	Role purpose:

	As the Heating and Biling Admin you will provide operational support for the delivery of Heat Networks Billing across our Portfolio. Support the Billing and Metering Manager to manage billing and income collection services for approx. 100 heat networks talking a full cost recovery approach to enable the sustainable delivery of heat and hot water services to residents.
You will work closely and collaboratively with colleagues and stakeholders across Peabody and externally to drive improvements and offer a first-class service to our customers. 

As a member of the Mechanical Services Team, you will be a key contributor to the development and implementation of our new Strategy and lead the integration and transformation of your services.

Key results:

The wider scope is responsible for the delivery of all Billing services across Peabody, including: 

· Supporting the contract management of billing services delivered by third party suppliers.
· The effective recovery of all heat and hot water charges levied on residents and business connected to a Peabody heat network.
· Compliance with Heat Trust standards.
· Inform operational team of any billing issues with faulty meters

As the Billing and metering Admin, you will: 

· Advise and support our customers in resolving their queries and issues, ensuring that their expectations are managed, and proactive resolutions are identified. 
· Update and maintain systems/ records to ensure that information/data is kept up to date and accurate and that KPI’s are met. 
· Follow Peabody Health and Safety policies and procedures to ensure, as far as is practicable, your own safety and that of others in the workplace.
· Ensure value for money, efficiency, and quality of the functions in your area.
· Deliver a consistently high level of customer service for Peabody customers and increased levels of customer satisfaction. Monitor and analyse customer feedback to identify opportunities for improvement to the service.
· Support the development of a ‘one team’ culture, ensuring teams are accountable, empowered, and motivated to do the right thing. You will work alongside the regional Housing Operations team, raising the profile of the Heat Networks Team and ensuring customer and business needs are being met.
· Develop and maintain relationships with internal and external stakeholders to always support our customers.
· Form part of the Mechanical teams out of hours rota, 


Key Results will include:

· Support the Billing and Metering Manager and Utilities Manager, managing suppliers who provide billing services to residents and business supplied by an Peabody or EMA heat network.
· Prepare income collection following the income recovery processes to minimise bad debt.
· Ensure heat network billing and charges meet Heat Trust standards.
· Be the first point of contact for residents and local officers with queries relating to heat network billing.
· Prepare for Analyse data on energy billing and monitor for best value for Peabody residents and the business.
· Deputise for the Billing and Metering Manager as and when required.
· Ensure you follow the financial regulations, policies and procedures at Peabody.
· Ensure that you undertake any corporate responsibilities as required, including assisting investigations and hearings in formal processes across the business.
· The tasks and responsibilities outlined above are not exhaustive; the post holder may undertake other duties as is reasonably required.


About you:

· Ability to work independently, exercising good initiative and judgement 
· Excellent written and verbal communication skills.
· Proven time management and prioritisation skills.
· Proven experience and ability to deliver excellent customer care and valuing diversity.
· Proven attention to detail and ability to work on a variety of tasks simultaneously.
· Ability to work under pressure and meet deadlines and targets

Qualifications 

· You will have the following qualifications  

· IT skills – Word, access, Outlook, Excel, Microsoft Project, Power point	
· Experience working in building services or contracting environment
· Experience of investigating billing complaints and providing written reports and responses to such complaints
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