
  
   
Energy Assistant - Fixed Term Contract/Secondment for 1 year 
      
Ref no: 3392 - 4110  
 
Salary: Band 6 - £21,841 - £25,481 p.a.  
 
37 hours per week      
 
What is the role?  

We are seeking an Energy Assistant to join Portsmouth City Council’s Energy Services Team. 
Energy Assistants provide support and assistance to residents looking to reduce the amount 
they pay on their energy bills. The role will support a number of ongoing schemes in the city 
offering energy efficiency advice and measures.  

Although largely office based, the post holder will also make city-wide home visits and host 
drop-ins, where required; speaking to residents face to face to offer support on a wide 
range of domestic energy area. Energy Assistants work principally on domestic energy 
efficiency and fuel poverty mitigation; however, they may be asked to work on other 
projects related to energy where required.  

The Energy Assistant must be able to confidently give advice on energy efficiency, fuel 
poverty schemes, minimum energy efficiency standards, grant funding and assist with 
queries on fuel bills. The post holder will be using phone, email and social media to respond 
to customer and contractor enquiries. 

The role will liaise with contractors, raise invoices, query manage and track customer 
progress through scheme and processes. The post holder will be responsible for the analysis 
and input of data; identifying trends and resolving issues.  

What is the team? 

Portsmouth City Council’s Energy Services Team is responsible for the delivery of capital 
projects related to energy efficiency and microgeneration, procurement and management 
of energy and fuel poverty mitigation programmes to help the city’s most vulnerable 
households, as well as those interested in improving the energy efficiency of their homes. 
Within the Housing, Neighbourhoods and Buildings directorate, the team comprises energy 
professionals, energy officers, graduates and administrative support.  
 
Much of the work undertaken on domestic energy efficiency is driven by grant funding, 
changes to legislation and implantation of new technologies. It is therefore essential that 
the candidate is dynamic and open to new challenges as they arise.    

 

 



  
   
Who is the person? 

The candidate should have experience and knowledge of the domestic energy sector and a 
passion for helping vulnerable customers. The ability to work in a customer facing role is 
essential; with evidence of call handling and face to face customer engagement, ideally in 
the provision of advice about energy.   

The candidate should be practical and comfortable with working independently and 
managing their own workload. The ability to adapt to a situation presented by a customer is 
essential; tailoring energy advice according to the needs of each client on a case by case 
basis. The candidate must have excellent administrative skills and demonstrate attention to 
detail; as well as being proficient in the using of Office programs; in particular Word, Excel 
and Outlook. 

It is desirable that the candidate be a Domestic Energy Advisor, NVQ Level 3 or hold other 
qualifications related to energy efficiency or fuel poverty; although training can be given to 
the successful candidate.  A full clean driving licence is required. 

You will need: 

1. Knowledge of and experience in the energy industry; particularly prevailing national 

funding mechanisms  

 

2. The ability to prioritise your workload to meet targets and deadlines  

 

3. The ability to show confidence, skill and knowledge in handling enquiries; either in 

writing, over the phone or face to face   

 

4. Good interpersonal skills and an ability to work in a team environment  

 

5. Ability to support project administration and support project managers  

 

6. Excellent computer skills; particularly Excel, Word, PowerPoint and Outlook 

 

7. Desirable: to have a full and current UK driving licence  

 

8. Desirable: to have an NVQ or Domestic Energy Advisor qualification  

Closing date: 28th September 2020 
Applications received after this may not be considered 
 

If applying as a secondment you will need permission from your current line manager 
releasing you for this secondment.  Please state you have this on your application form. 
 



  
   
How to apply: Please see attached documents at the bottom of the Job page and ensure 
you fully read and follow the guidance so you fully demonstrate how you meet the points on 
the job profile. PLEASE DO NOT JUST SUBMIT A CV. 
 
General Data Protection Regulation (GDPR) 

As part of any recruitment process, Portsmouth City Council collects and processes personal 
data relating to job applicants. Portsmouth City Council is committed to being transparent 
about how it collects and uses that data and to meeting its data protection obligations 
under the General Data Protection Regulations (GDPR). 

Completing and sending an application in for a vacancy is your consent for us to process 
your data for the purpose of recruitment.  Your data is not used in any other way and you 
can withdraw your consent at any point in the recruitment process and we will destroy or 
delete your information.  

For more detailed information on what we collect, how we use, store, delete data and your 
rights you can access a privacy statement on our Job board.   

You will need to demonstrate that you have the Right to Work in the UK. No post will be 
offered without it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

               
 

http://www.jobsatportsmouth.co.uk/job_search_results.aspx?jcid=0&jcd=All%20Jobs&src=job_search_category.aspx
https://www.facebook.com/learninglinks.southern
https://twitter.com/#!/learning_links
http://www.linkedin.com/company/portsmouth-city-council

