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Job Summary

	Post Title
	Junior Energy Officer
	Proposed Pay Grade
	Grade 3

	Directorate 

Service Area
	Communities

Corporate Property and Assets / Estate Management
	Line Manager
	Principle Energy Officer - Supply

	Post Number/s
	91150521
	If existing post is the post title changing? If yes state both
	No

	JE/GAR 
	
	Work Location
	Walton Street Offices

	Work style
	Any desk
	Job Family
&
Role Profile
	T03O

	DBS Check Required?
	No 


	Politically Restricted Post?
	No



	Job Purpose and Job Context

	The Junior Energy Officer supports the delivery of the Council's energy and water supply management activities, reporting directly to the Principal Energy Officer - Supply. The role provides administrative and operational support across the Council's utilities portfolio, assisting with the management of supplier accounts, metering records, energy data, and invoicing processes.  The post holder will support the administration of both the Council's main energy invoicing activities and ad hoc utility invoices, helping to ensure accurate billing, timely issue resolution, and the maintenance of high-quality records within the Council's energy management systems. The role works closely with utility suppliers, service providers, and internal stakeholders to support the efficient operation of the Energy Operations Team.

	Main Responsibilities and Duties

	· Support the Principal Energy Officer - Supply in the administration and management of the Council's utility supply portfolio.
· Assist with the administration and processing of the Council's energy and water invoices, ensuring records are accurate and maintained within energy management systems.
· Manage and process ad hoc utility invoices, including investigating queries, obtaining supporting information, and coordinating approvals where required.
· Maintain accurate utility accounts, supplier, metering, and site records across the Council's property portfolio.
· Assist with Changes of Tenancy (CoT), new supplies, disconnections, supplier account amendments, and other utility administration activities.
· Liaise with utility suppliers, consultants, network operators, and internal stakeholders to resolve routine billing, metering, and account queries.
· Support the validation and checking of utility invoices, identifying apparent discrepancies, missing invoices, or incorrect account information for further investigation.
· Assist in the collection, maintenance, and quality assurance of utility consumption, billing, and asset data.
· Update and maintain records within the Council's energy management, invoice management, and financial systems.
· Support the production of reports and information relating to utility consumption, costs, invoices, and supplier performance.
· Monitor shared mailboxes and respond to customer enquiries, escalating issues where appropriate.
· Maintain accurate records of correspondence, actions, supplier communications, and utility-related transactions.
· Support the delivery of continuous improvement initiatives by identifying opportunities to improve processes, data quality, and administrative efficiency.
· Ensure activities are undertaken in accordance with Council policies, procedures, governance requirements, and relevant legislation.
· Undertake any other duties commensurate with the grade and responsibilities of the post as reasonably required.

	Accountability

	· If this role manages a budget, please state the size of the budget: n/a
· If this role monitors a budget, please state the size of the budget: n/a
· How many direct reports does this job have in its reporting line? Please also indicate the grade/range of the direct reports and which legacy organisation’s terms this relates to. n/a
· How many indirect reports does this job have in its reporting line? 0

	Scope for forward planning and deadlines

		Planning & deadline requirements (tick all that apply):
	P
	Provide Job Specific Examples

	Up to 3 months
	P
	Invoice processing cycles, supplier issues, metering changes and upgrades.

	1 year
	
	

	3-5 years
	
	




	Values and Behaviours

	We expect your values and behaviours to reflect the values of the organisation:
Proud 
· Perform to your best every day
· Cares about delivering the role and setting high standards
· Upholds the reputation of the service and the wider Council 
Ambitious 
· Ambitious to learn, develop and fulfil potential
· Ambitious to do things better 
· Solution focused looking for suitable resolutions
Collaborative 
· Effectively engages with others sharing ideas and solutions
· Able to look at things from different perspectives
· Happy to work with others to achieve outcomes
Trustworthy 
· Accountable for actions
· Behaves professionally and to professional standards
· Quick to respond and show initiative



The following criteria will be assessed from information provided on your completed application form, during the shortlisting and assessment process, and from your references.
	Knowledge, Skills and Experience 
(taken from role profile to complete)
	Job Specific Examples
	Essential
	Desirable

	Relevant practical experience in a related area, working as part of team to deliver effective customer service. 
	Experience supporting energy management activities such as billing, data analysis, and assisting with supply contract administration. 
	P
	 

	In depth knowledge of the work area and relevant processes, systems, procedures, standards and regulations, including health and safety in the workplace and risk assessments. 
	Understanding of energy supply processes, metering, billing systems, and Council procedures.  
	P
	 

	Experience of monitoring and evaluating work. 
	Monitoring of data, and performance, identifying anomalies and reporting issues for further investigation. 
	P
	 

	Good communication and interpersonal skills, able to explain technical / professional issues in a straightforward manner and influence others based on knowledge of the work area. 
	Experience communicating with internal teams, suppliers, and customers to explain updates in a clear and practical way. 
	P
	 

	Literacy and numeracy skills with ability to maintain accurate records. 
	Analysing data, identifying trends or anomalies, and presenting findings in reports. 
	P
	 

	Good planning and organisational skills, with ability to prioritise workloads and achieve deadlines. 
	Managing workload across billing checks, contract support, and responding to stakeholder queries within required timescales. 
	P
	 

	Experience of supporting project delivery. 
	Experience of supporting project delivery, including planning tasks, tracking progress, maintaining project documentation. 
	P
	 

	Good ICT skills including use of standard Microsoft applications and specialist systems. 
	Proficient in Microsoft Office applications, particularly Excel, Word and Outlook.  
	P
	 

	Qualifications 
(taken from role profile to complete)
	Essential
	Desirable

	Educated to NVQ 3 / HNC standard or with equivalent experience 
	P
	 

	Relevant vocational qualification. 
	 
	P

	Other Requirements
	Essential
	Desirable

	A full driving license required to be able to carry out the role (tick as appropriate)
	
	P

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	Y

	This post is covered by the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare: 
• All unspent cautions and/or unspent convictions 
For further information on how long it takes for cautions and convictions cautions to become spent, please refer to our guide on the Rehabilitation of Offenders Act 1974 (updated 2023) | Nacro
	Y



	This job summary is not intended to be exhaustive, and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder.  This job summary is intended to provide a broad outline of the main responsibilities only.  The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager.







