	Job title:
	Heat Networks and Energy Administrator 

	Line manager:
	Utilities Manager 

	Grade 
	

	Direct reports: 
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	Role purpose:



	Our energy portfolio has grown through the merger and the development programme and with addition of the OFGEM regulations this role is to be the central point for all utility issues, ensuring that our assets are in a database, the broker and suppliers are contract managed, the billing process is managed, and the customer complaints and queries are resolved satisfactorily.  


	

	Success metrics:

Key result areas:

· To support the Utilities Manager in ad hoc tasks and help support the sustainability team in helping residents in reducing energy use

· To support with the provision of accurate billing for recharging

· To help enable processes to be embedded to ensure that issues relating to individual meters are addressed with utilities broker and rectified within an agreed timescale.

· Work with service areas across the business to highlight areas where utility costs are not coming through from estates and investigated accordingly. 

· Working with Development to help bring assets onto the main contract and help identify where processes have been failing in ensuring that utility meter information and readings are entered into the housing management system and actioned accordingly.

· Help with the creation of central database of utility suppliers, identifying where we should be paying and where we are not and actively managing the portfolio

· Replacing manual reading meters to automatic reading metering

· To help with rationalisation of providers, to enable simplified billing and reduced supply costs

· To help with Meter management – which is not currently managed within Peabody around Meter Operator Providers (MOPs), and the change of sites, either onboarding, or offboarding to ensure Peabody is only paying for the bills we are responsible for. 

· To help with Water billing management which is undertaken in Peabody in an ad hoc manner.  

· Undertake the appropriate training/learning (qualification, work-based training, job shadowing, coaching etc.) to enable progression and development

· To manage and resolve customer complaints, to ensure the provision of excellent customer service to all stakeholders to maximise customer satisfaction

· Follow Peabody’s Health and Safety policies and procedures to ensure, as far as is practicable, your own safety and that of others in the workplace. You may be required to undertake specific Health and Safety roles such as Fire Warden or First Aider as part of your duties



Key performance indicators:

Projects delivered on time

Excellent Customer Service

Demonstrates positive Peabody behaviours

Training and development courses completed, and learning integrated into role

Skills/experience required:

Knowledge of Utility Management

Ability to plan, prioritise and coordinate a range of activities

Positive approach to learning, acquiring and demonstrating new skills, ways of working and professional behaviours

Strong interest in customer service

Experience of working on projects

Ability to communicate technical information to non-specialists

Experience of data analysis

MS Office skills (Word, Excel, Outlook or similar packages)

An understanding of energy efficiency and building performance.

Desirable
Ability to coordinate diverse working relationships

Understanding of the environmental impact of buildings and property portfolios

Knowledge of energy technologies in relation to building and how the law applies to energy services and billing
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