EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Energy Account Officer
Department: Business Services
Grade: Single Status 7
Responsible to: Energy Account Manager
Purpose of the Role:
The Asset Management and Performance Team is focussed on improving the operation of the Council’s property assets by leading on new projects to enhance the operation of our premises. The team maintain policy as well as property information and facilitate collaboration with both internal and external stakeholders. The whole team sits at the front of the council’s key strategic insight and pursues opportunities to maintain and improve the council’s premise portfolio for new requirements and its ever-evolving function. 
The Energy Account Officer sits within the Energy Team who mainly focus on the efficiency projects, carbon reduction, as well as energy procurement and accounting. The role will involve working with suppliers and clients to ensure Service Level Agreements are met; this includes producing reports and attending meetings. The role also contributes to the management of energy accounts, working alongside the Energy Account Administrators. They will supervise invoice validation tasks to ensure accuracy and reliable data within the energy databases.
Key tasks:
1. Under the guidance of the Energy Account Manager, manage internal and external client accounts. Assist in supervising invoice validation tasks as required.
2. Maintain the energy database of allocated clients to ensure the accuracy and reliability of data, including supply and meter alterations and the management of smart meter data flows.

3. Assist in the managing of suppliers against performance targets and measures. Assist in the monitoring of SLA activity and the provision of monthly client reports as required. Assist in the contract review process for all clients and suppliers.
4. Ensure effective and timely communication with all clients, stakeholders and suppliers as required for high quality and efficient service delivery. Handle client queries and provision of information to ensure that the team delivers client requirements.
5. Submit quarterly Feed in Tariffs (FiT) and Renewable Heat Incentives (RHI) claims to suppliers and Ofgem as required 
6. Support the Energy Account Manager with the business planning process for all internal and client SLAs and assist with reports to the Head of Service, clients and stakeholders as and when necessary. Assist with the organisation and provision of reports to team meetings. 
7. Assist in the development and adoption of processes to manage the service in accordance with best practice.
8. Assist in promoting energy services to existing and potential clients.
Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Energy efficiency – explore ways to reduce the environmental impact and energy consumption of your work.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.
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PERSON SPECIFICATION
Essential education and qualifications
1. Minimum of 3 RQF level 2 qualifications (including Maths and English) or ability to pass assessment at interview
Essential key skills, abilities, knowledge, experience, values and behaviours
2. Ability to understand service needs.
3. Communication skills with the ability to produce written reports. 
4. Ability to communicate and work effectively through / with others.
5. Financial and commercial awareness.
6. Customer and Business focus.
7. Awareness of the role of capital and revenue property activity within a major public or private sector organisation.
8. Knowledge of legislation relating to Energy Management
9. Experience of working with ICT based office systems.
10. Experience of working as a part of a team.
11. Experience of being solution focussed.
12. Flexibility.
13. Ability to work under pressure.
14. Prioritisation and time management skills.
15. Commitment to personal development.
16. Ability to travel around and out of the County on official business.
Document version control:
Date created/amended: October 2026
Name of person created/amended document: AS
Job Evaluation Reference: 12894
Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children and/or people with care and support needs
	No

	Moving and handling operations
	No

	Occupational Driving
	No

	Lone Working
	Yes

	Working at height
	No

	Shift or night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and/or vibration
	No

	Food handling
	No

	Exposure to blood or body fluids
	No
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