Yorkhill Housing Association Limited

Job Description 
Energy Advisor (Part Time)
EVH Grade 6
This description is indicative of the nature and level of responsibilities associated with this role. It is not exhaustive and the job holder will be required to undertake other duties such as the general administrative duties relating to the position and responsibilities commensurate with the grade.
1.  Post Objectives

	1. 1
	To provide an impartial energy advice and advocacy service to Yorkhill Housing Association tenants and factored owners.

	
	

	1. 2

1.3
	To assist the Association in applying for funding opportunities, and delivering successfully-funded energy support projects.
To upskill existing Association staff on energy issues.

	
	


2.  Accountability

	2. 1
	The Energy Advisor is responsible to the Housing Services Manager on a day-to-day basis.

	
	

	2. 2
	The Energy Advisor is accountable to the Management Committee and Senior Staff Team through the Housing Services Manager.


3.  Responsibilities and Duties

3. 1 Energy Advice & Advocacy
	3.1.1
	Receive referrals for fuel debt, energy supply issues, billing and metering problems.


	3.1.2


	Maintain a caseload of complex cases to provide person-centred service to tenants and residents.



	3.1.3
	Represent and provide advocacy for vulnerable residents on energy-related matters.

	3.1.4
	Assist tenants in applying for grants or funding to help with energy bills or debt. 

	3.1.5
	Liaise with other networks or agencies to provide energy-related support for tenants and residents.

	3.1.6
	Provide practical advice and support for residents on how to best use their heating systems.

	3.1.7
	Prepare energy related newsletter articles, pamphlets, posters, or other educational material to supplement energy advice processes. 

	
	


3.2 Funding Applications & Project Delivery
	3.2.1
	Assist the Housing Services Manager in identifying, and applying for, suitable grants or funding options to support energy and debt advice.


	3.2.2
	Assist the Housing Services Manager to plan and implement energy-related support projects.

	3.2.3
	Contribute to funding evaluation processes, including preparation of quarterly reports on client gain, and project benefits. 

	3.3.1
	Liaise with existing Yorkhill Housing Association staff to provide training and support to upskill colleagues on energy-related matters. 




3.4 General

	3.3.1     
3.3.2 

3.3.3 

3.3.4     
	Performance Monitoring
Supporting the Housing Services Manager to record and report on Key Performance Indicators as required. 

Resident Safety

Compliance with all regulatory and organisational safety policies. Including reporting potential and actual breaches of safety regulations and/or procedures to Housing Services Manager and Compliance Manager
Office and Site Safety

Compliance with workplace regulations and approved procedures for site and property work.
Recording of all accidents / incidents in appropriate register.
Reporting potential and actual breaches of safety procedures to Housing Services Manager and Compliance Manager.

GDPR UK

Compliance with all Data Protection policies and procedures.


	3.3.5
	Complaints Handling

Recording and investigating complaints in accordance with Stage 1 of the Complaints Handling Procedure.

Reporting and discussing complaint outcomes with Housing Services Manager or other managers as appropriate.


	3.3.6
	Equalities
Compliance with organisation’s Equalities policy.

	3.3.7
	Training, Support and Development

· Attendance at staff forums, training events and conferences 

· Participation in appropriate courses or programmes.

· Participation in appraisal system.

· Participation in staff and committee strategic review days.

· Monitoring of personal performance and development targets.

· Contribution to annual Training Programme.



	3.3.8
	Communication
· Participation in staff and section meetings.

· Maintenance of effective communication links, internal and external.

· Contributing to organisational strategies to improve customer communication systems, for example; Newsletters, resident meetings etc.



	3.3.9
	Committee Attendance
Attendance at Management Committee meetings and/or sub-Committee meetings as required. 



Personal Specification
	Personal Competency
	Essential
	Desirable

	Qualifications
	Good standard of general education.
	Relevant qualification in the fields Debt and Money Advice

	Experience
	Experience of a broad range of duties within the field of Energy Advice.
	Money Advice Service quality framework accreditation training.

	
	City & Guilds qualification in Energy Awareness.
	Experience of work in the voluntary sector.

	
	Experience of working with a wide range of partners, and providing a wider support to customers’ needs.
	Experience of working in a Housing Association.

	
	Experience in assisting and planning to deliver information workshops and surgeries.
	

	
	Track record of excellent front line customer service.
	Experience in delivering initiatives.

	
	Experience of working with excluded and vulnerable client groups.
	Experience of working in related field such as community development, advice or advocacy.

	Skills/ Knowledge
	IT literate, including with Microsoft Office products.
	Experience with housing related software such as Homemaster

	
	Experience of processing data on integrated computerised systems.
	Monitoring and evaluating projects, using qualitative and quantitative methods.

	
	Knowledge and understanding of Energy debt and financial capability advice.
	Working knowledge and understanding of tenants affected by universal credit and welfare reform.

	
	Ability to calculate benefit entitlements.
	Knowledge of good practice procedures and legislative framework of tenancy matters.

	
	Excellent knowledge of the legislative framework and current national and local policies in relation to Welfare Reform and other Financial Inclusion matters.
	

	
	Excellent communication skills, both verbal and written at a consistently high standard.
	

	
	Ability to work with and advise vulnerable service users in a way that promotes their rights, dignity and independence.
	

	
	Strong interpersonal skills, including ability to network and build relationships with key stakeholders.
	

	
	Ability to manage time effectively and prioritise tasks with excellent organisational skills.
	

	
	Ability to work proactively without close supervision and use own initiative.
	

	
	Ability to keep accurate records with a good attention to detail.
	

	
	Ability to prepare funding evaluation reports.
	Able to contribute to grant funding applications. 

	Personal Features/ Qualities
	High level of integrity and trustworthiness.
	

	
	Committed to securing positive outcomes for residents.
	

	
	Committed to an evidence-based approach to projects.
	

	
	Committed to improving the lives of people in hardship.
	

	
	Good interpersonal, analytical and organisational skills.
	

	
	Committed to continuous improvement and your own continuous personal development.
	

	Other
	Willingness to attend out-of-hours Committee meetings where required.  
	Experience of delivering performance related reports to a management committee.


Summary of Terms and Conditions of Employment

	Hours
	17.5 hours per week during office hours (Mon-Thu 9am-5pm, Fri 9am-4pm). Exact working pattern can be agreed. 

	Contract
	Fixed term until 31st March 2024 due to funding requirements.

	Location
	Yorkhill Housing Association, 1271 Argyle Street, Glasgow, G3 8TH. 
Primarily office-based, however some homeworking may be permitted where appropriate and agreed with line manager, and as long as the working environment is suitable and meets health and safety requirements.

	Salary
	Successful applicants will be placed on the first point on the EVH salary scale for Grade 6. Salary is paid four-weekly via bank transfer. 

	Annual Leave
	25 days per year (pro-rata for part-time staff) plus public holidays.
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