
SEFTON METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION

Department:  Corporate Resources 	Location: Magdalen House

[bookmark: _Hlk14429727]Division:  Property Services	Post No: 

[bookmark: _Hlk14429743]Section:  Energy & Environmental Management (EEMS)

[bookmark: _Hlk14429710]Post:   Contracts & Data Officer	Je No. A4589

Grade: G

Responsible To: EEMS Senior Projects officer

Responsible For: NA


JOB PURPOSE

To be responsible for the monitoring of the Council’s utility and metering contracts and ensure data is collected and processed in a timely manner to support the operation of the wider team. 


MAIN DUTIES

1. Maintain the Council’s energy database (Systemslink) through the upload of data, data input and other information input e.g. display energy certificates.  

2. Undertake billing validation of the Council (and partners) utility invoices via invoice or e bill. Once validated to complete significant financial transactions. 

3. Monitor any anomalies within the billing cycles and follow up with service provided until resolution.

4. Maintain a log of issues / liaise with utility companies and framework resolve queries

5. Provide regular communication and customer support to all properties on the utility contracts (council and partners)

6. Liaison with all properties on the utility contracts to obtain additional utilities data e.g. clarification on meter readings or additional on-site consumption, to cross check the metering data.

7. Monitor energy consumption and highlight issues where anomalies occur.

8. To manage the Council’s Automated Meter Reading (AMR) contracts, to ensure that meters are appropriate to the site, are in operation and data is being collected.

9. Calculate and submit quarterly commission claims, based upon validated consumption data.

10. Liaison with the Council’s Property Services, Estates service to ensure that processes and information on utility supply and termination of site utility supplies are shared. 

11. Assist in the preparation of tender documentation for utility supply contracts.

12. Compile and submit the GHG emissions inventory required annually by central Government.

13. Support the development and delivery of Council carbon and water mitigation strategies.

14. Act as the main contact for the provision of data on utility consumption in respect of the Corporate Landlord Tech Forge data base.

15. Provide regular data performance reports to inform departments of utility performance and associated costs.

16. Take an active role in the promotion of the Section and promotion of specific project outputs through relevant communication methods.

17. Participate in effective employee relations and undertake appropriate training courses to improve effectiveness in tasks set.

18. Carry out other duties of a similar nature commensurate with the grading of the post.
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GENERAL:

	
	This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

	All staff are responsible for the implementation of the Health & Safety Policy as far as it affects them, colleagues and others who may be affected by their work.  The postholder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure appropriate improvements are made where necessary.

	The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.

	
Note: 	Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.

Undertake, and participate in training, coaching and development activities, as appropriate.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.



Prepared by:	Stephanie Jukes
	Section Manager Energy & Environmental Management


Date: 	July 2019




































[bookmark: _Hlk14765797]PERSON SPECIFICATION 

Post:	Contracts & Data Officer			Post No.	

Department:  Energy & Environmental Management	Division:  Property Services

	Personal Attributes Required
(considerations)
	Essential (E)
Or
Desirable (D)
	Method of Assessment


	QUALIFICATIONS/TRAINING

Numeracy and Literacy 

Computer literacy e.g. European Driving licence

Energy Efficiency qualification (e.g. City and Guilds)

	

E

E

D
	

AF/C

AF/C

AF/C

	EXPERIENCE

Experience of processing significant financial transactions

Experience of data management, interrogation and analysis techniques

Experience of assisting in contract management.

Experience in a public sector / educational environment.

Experience of preparing regular data performance reports

	

E

E

E

D

D
	

AF/I

AF/I

AF/I

AF/I

AF/I  

	SKILLS/KNOWLEDGE/APTITUDES

Excellent literacy & numeracy skills 

Excellent communication skills

Knowledge of metering requirements, meter service providers, automated meter reading options such as data loggers and associated charges.  

High level of proficiency in Systemslink or equivalent utility management software

Understanding of utility billing and associated issues

Knowledge of carbon / energy / water management issues and relevant conservation techniques

Knowledge of relevant utility legislative obligations and regulations

Ability to use computerised systems e.g. excel to control and monitor service delivery and budgets 

Ability to work as part of a team

Ability to meet deadlines and targets

Ability to review, interpret and explain technical and analytical reports and data 

Ability to liaise effectively with customers, external agencies and service providers

	

E

E

E


E


E

E


D

E


E

E

D


E


	

AF/I

AF/I

AF/I


AF/I/T


AF/I/T

AF/I


AF/I

AF/I


AF/I 

AF/I

AF/I 


AF/I

	SPECIAL REQUIREMENTS

Ability to occasionally travel across the borough, to carry out work at alternative sites

Willingness to occasionally work outside of office hours. 

	

D


D
	

AF/I


AF/I




	Prepared by: 	
	AF
	= Application Form

	
	I
	= Interview

	Date: 	
	T
	= Test

	
	P
	= Presentation

	
	C
	= Certificate



	

