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June 2008
ENERGY MAD

OFFICE ADMINISTRATOR
POSITION INFORMATION 
Energy Mad is currently New Zealand’s fastest growing company. Their unique business model is based on creating partnerships which serve to benefit the widest range of stakeholders, including national government, regional councils, lines companies, manufacturers, retailers and energy consumers. 
The team at Energy Mad are just that. Mad about saving huge amounts of power by promoting and distributing energy saving lighting and heating products throughout New Zealand and beyond. They are also highly serious - serious about the environmental benefits of energy conservation. 

Energy Mad are now looking for someone to join the team who shares that passion, someone who genuinely wants to make a difference... 

1. The Global Problem
Two of the biggest challenges facing the planet are “peak oil” and “climate change.” Rapid economic growth has also resulted in the electricity networks of developed countries becoming increasingly capacity constrained. This creates a global energy environment where the supply of fossil fuels will be insufficient to meet future energy needs. Combusting these fossil fuels will also potentially cause devastating climate change.

2. The Solution
The most immediate solutions to these challenges do not involve building conventional power plants and transmission lines. Rather they arise from using electricity more efficiently. The best opportunity involves replacing inefficient residential lighting with energy saving bulbs (known as Compact Fluorescent Lamps or CFLs). This is ten times more cost efficient for electricity utilities than building new generation power stations, and dramatically reduces the climate changing carbon dioxide emissions. It also yields large consumer electricity savings.

A recent International Energy Agency
 study showed that lighting uses 19% of the world’s electricity and generates 70% of the carbon dioxide emitted by the world’s cars. This is more electricity than Europe uses, and is 15% greater than the energy supplied by either hydro or nuclear generation. This study also established that a switch to efficient lighting would trim the world’s electricity bill by 10%. 

In the last year there has been a tremendous transformation in public awareness and debate world wide about the issue of climate change. There is now a genuine sense of urgency. 
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Governments everywhere, and at every level, are under increasing pressure to develop and implement appropriate policy responses, as corporations and individuals attempt to assess and calculate the significance of climate change for their businesses and personally, trying to think of the most effective ways to respond.

In a world where our climate and our environment have, more often than not been taken for granted, and where carbon dioxide emitters haven’t had to bear the real cost of those emissions, any appropriate policy response will inevitably be medium to long term and politically difficult. It will also require some tough decisions that will go to the very heart of the industrial structures, community relationships and lifestyle of all countries.

For example, decisions to reduce reliance on fossil fuels, or to “clean them up”, or to find an appropriate alternative, will inevitably take time. They will most probably also have very significant economic and social consequences. Similarly, to begin to charge those industries reliant on water a realistic market price for their water use may well lead to assessments that these industries should be scaled back significantly.

In the face of these and other realities, governments who are desperate to be seen to be “doing something substantial” in response to the climate change challenge, have few short term options. This is why policy initiatives such as mandating bio-fuels and banning incandescent light bulbs are “easy options” for governments. Indeed, it’s also true that individuals, feeling somewhat disenfranchised and powerless to individually respond to the magnitude of this climate challenge, can easily replace their incandescent light bulbs.

Hence, expect the banning of incandescent light bulbs to quickly become a global phenomenon.

3. The Mad Story
Chris Mardon and Tom Mackenzie established Energy Mad Ltd in early 2004 with an aim of getting five energy saving light bulbs into 50% of the homes in New Zealand to “save all the electricity used by Christchurch homes” (population 400,000). By mid 2004 they had selected and branded the “Ecobulb” from the 100 energy saving bulbs they tested. This is an ultra high performance, ultra bright, ultra compact, high power factor CFL (Compact Fluorescent Lamp) which has exceeded all industry standards.
Teaming up with Line Trust South Canterbury and Foodstuffs supermarket stores, Energy Mad first implemented the remarkably successful South Canterbury “Ecobulb project” in late 2004. In six short weeks, 65% of South Canterbury homes each brought their five Ecobulbs for $10 from Foodstuffs supermarket stores.
Since the South Canterbury Ecobulb project, Energy Mad has executed Ecobulb projects throughout New Zealand. By September 2007, 32 Ecobulb projects had been completed in New Zealand. These have involved the Electricity Commission, Power and Consumer Trusts, the largest electricity retail and distribution companies in New Zealand, the largest supermarket chain in New Zealand (Foodstuffs) and Shell New Zealand.
These projects are yielding the following remarkable results in terms of the number of lightbulbs purchased (greater than 3.5 million Ecobulbs sold), consumer electricity savings, electricity peak load reduction, carbon emissions reductions and incandescent landfill reductions.
Energy Mad’s success has stemmed from the leading edge “Ecobulb” high power factor technology and the innovative Ecobulb projects that deliver compelling project partner benefits. These benefits include large peak load and electricity savings, positive publicity for the electricity utilities and governments, increased market share for the supermarkets and large electricity bill savings for the consumers. 

Having developed a product and ongoing system to address inefficient lighting, Energy Mad has begun focusing on space heating and general household power use. Accordingly, they recently completed a pilot heat pump project and commenced a 1,000 household pilot EcoSmartHome project in North Canterbury.
4. The Energy Mad Vision
“Lessening climate change through economical energy savings!”
Globally, Energy Mad is aiming to:

“Save 10% of the world’s electricity!”
Energy Mad’s global progress to date includes the following:
· Distribution of Ecobulbs in Australia’s largest supermarket stores (Woolworths).

· Completion of the first electricity utility orders in Australia.

· Completion of the first electricity utility order in the United States.

5. Awards
WINNER:
2007 
WINNER:
2007 Deloitte “Fast 50” Awards
0.html" 
Deloitte
 “Fast 50” Awards
WINNER:
2007 PricewaterhouseCoopers Hi-Tech “IRL Emerging Company” Award

WINNER:
2007 PricewaterhouseCoopers Hi-Tech “K One W One High Growth” Award

COMMENDED: 
2007 Energy Efficiency and Conservation Authority “Fujitsu Residential” Award

WINNER:
2007 Sustainable Business Network 'Making a Difference' Award 

WINNER:
2006 Energy Efficiency and Conservation Authority "Special Award for Energy Efficiency"

WINNER:
2006 Engineering Excellence Awards "Sustainability and Clean Technology"

Energy Mad was a finalist/commended in four further business awards in 2006.
6. A Mad Philosophy
Energy Mad is an incredibly successful business but money is far from the key motivator. Every team member is driven by a genuine desire to lead the way in energy conservation. Energy Mad’s strategy provides consumers with options which enable them to reduce their energy demands (without sacrificing their quality of living) and reap the savings benefits at the same time. Such large scale savings can only be possible through partnerships between government and business. Energy Mad’s proven record of facilitating these relationships has enabled them to tackle progressively bigger and more complex projects, giving them a distinct advantage against the competition.
The company is underpinned by fundamental and unbridled optimism as well as a firm belief in the capacity of ordinary people to make a genuine difference in the health of our planet. 
7. The Mad Team – Key Personnel in this role 
All operations are overseen by the Board of Directors which includes:
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Dr Chris Mardon, B.E (Hons), PhD – Chief Executive Officer
Dr Chris Mardon was one of New Zealand’s up and coming manufacturing leaders prior to co-founding Energy Mad in early 2004.   He has graduate and doctorate degrees in Mechanical Engineering from Canterbury University, and was the New Zealand Institution of Professional Engineers “Young Engineer of the Year” in 2002. Chris was rapidly promoted to progressively more senior manufacturing management roles in tissue, automotive and plastic film manufacturing facilities. His last position before co-founding Energy Mad involved responsibility for 130 manufacturing, planning, engineering, distribution and customer services staff for a large plastic film manufacturer. 

Chris has been responsible for setting the strategic direction of Energy Mad as it has grown over the last two years. This has included the successful marketing of the innovative Ecobulb projects to the electricity utilities and supermarket chains, and the negotiations to securing these agreements. Chris has also successfully managed and led the growing Energy Mad team, using a hands-off but available management style. In practise, this means giving staff ownership of their projects, in the knowledge that mistakes will be made, and learned from. Nevertheless, Chris is always available to answer any questions and provide support (although his first response is generally “what would you do if I wasn’t here?”).
A NZ marathon champion, Chris is competitive, driven and passionate about anything he is involved with. His intensity is somewhat moderated by a dry wit and sincere interest in the people around him, as well as genuine humility and hunger for learning. 
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Tom Mackenzie, B.E (Hons), MSc – Chief Financial Officer         
Tom has a background in project management, which involved the implementation of energy saving designs in large international buildings. His formal education includes a graduate degree in Mechanical Engineering, and a Masters in Advanced Environmental and Energy Studies from the University of East London.

Tom’s project management experience includes the heating, ventilation and energy saving systems for the £1.2 billion Wyeth building in Dublin, and the £600 million Madrid airport.
However, Tom’s key strengths are entrepreneurship and innovation. As co-founder of Energy Mad, Tom has been responsible for the technical development and evolution of the Ecobulb. He has also managed the operations that ensured successful delivery of the Ecobulb projects. This has included manufacturing the Ecobulbs, their supermarket distribution, and the operational details behind implementing promotional campaigns. Tom also manages the financial systems underpinning Energy Mad. He’s the behind the scenes guy, creative and cruisy, but with great attention to detail. He’s dead keen but pulls the reins in occasionally when Chris starts leap frogging steps that might require a little more planning.
Tom is very laid back but equally focused. Also a top flight athlete, Tom has travelled extensively and harbours a real passion for developing countries; hence Energy Mad’s vision is not limited to NZ’s shores.
Tom is married and the couple have two children. Tom is a keen tramper, mountain biker, and climber, while also dabbling in languages and property.

Peter Watt, B.Com (Economics) – General Manager Sales (Asia-Pacific)

Peter Watt is a vastly experienced executive in the electricity utility and energy efficiency sectors. Immediately prior to joining Energy Mad he was responsible for the Electricity Commission’s New Zealand Compact Fluorescent Lamp programmes, and consequently worked closely with Energy Mad. Previous roles involved a stint at the Energy Efficiency and Conservation Authority managing their solar water heating, small renewable and demand side management response initiatives. 

Peter also had four years as Marketing Communications Manager for the Northwest Territories Power Corporation in Canada, and five years as Public Relations Manager for Trust Power where he managed a 15,000 home residential energy efficiency program.

Peter joined Energy Mad to ensure that their new efficiency initiatives reach an even wider range of markets than they do currently.
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Rachel Montejo, BSc (Chem. Eng) – Business Development Manager

Rachel arrived in New Zealand from the United States in 2006 with a Bachelor of Science in Chemical Engineering. Rachel spent several years with DuPont in progressively more senior marketing, manufacturing and engineering roles. This included new product development, patent protection and business case development, inventory reduction and raw material re-sourcing. It also involved leading large internal DuPont post-industrial product recycling initiatives.

Since joining Energy Mad, Rachel has provided invaluable leadership for the implementation of Ecobulb projects in 2006 and 2007. She has supported Fraser in the technology development for the EcoSmartHome pilot project and is now leading the current New Zealand and Australian Ecobulb projects.
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Walter Lettink, B.E (Hons) – Technical Manager

Walter initially established his outstanding reputation when obtaining a first class honours degree in Mechanical Engineering. This was subsequently cemented with several years experience in European project management roles developing various new vehicles with some of the world’s largest automotive manufacturers.

Since joining Energy Mad, Walter developed the heat pump project from business case through to pilot project implementation in late 2006. This involved determining the most effective and innovative project promotion and delivery mechanism and sourcing the appropriate heat pump. It also required extensive negotiations with various parties including the local utility, local government, installers and the media. 

Walter is well travelled and a keen cyclist (both mountain and road).

David Cunniffe – Distribution Manager

David has extensive experience in production planning, product distribution and logistical roles. This includes import management and logistics management roles with two of New Zealand’s largest plastic film manufacturers. Prior to this he spent several years at Toyota New Zealand in a supply expedition role.

During his time at Energy Mad, David has been responsible for streamlining the product ordering and warehousing systems. He has also managed the distribution and warehousing of Ecobulbs for the Ecobulb projects throughout New Zealand.
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Natalie Cutler-Welsh, BA, MA – Projects Manager 

Canadian born and raised, Natalie has an undergraduate Bachelor of Arts degree and a Masters in Environmental Education from Griffith University. Prior to joining Energy Mad, Natalie held a variety of environmentally focussed roles, the most recent of which was communications advisor for Environment Canterbury. She also stood as the Green Party candidate for Christchurch Central in the last election. 
Natalie has been responsible for managing the implementation of New Zealand Ecobulb projects. This has included handling the customer interfaces and communications with the electricity utilities, supermarket chains, advertising agencies and newspaper and radio stations. She has also proved adept at enlisting comprehensive newspaper and radio media coverage in each Ecobulb project.
Natalie has been the lead singer of a groove band, completed the Southern Traverse in 2002, and instructed on Outward Bound adventure expeditions. More recently however she has been kept busy by the demands and pleasures of new motherhood.

Rachael King – Office Manager

Rachael King rounds out the Energy Mad executive management team. Rachael is experienced in office management, and in the implementation of management and training systems. Initially hailing from the banking industry, Rachael more recently had a challenging training and systems implementation role with Airbus in the United Kingdom.
Since joining Energy Mad, Rachael has been responsible for the setup of the new Energy Mad offices, and the implementation of the associated Health and Safety, training and office management systems. She has also assisted the rollout of the New Zealand Ecobulb projects and the development of EcoSmartHome.
8. Mad Culture

Being a young team, the culture at Energy Mad is very much one of youthful enthusiasm with a ‘never say never’ approach to all challenges. The common theme is a fundamental and unwavering passion for energy conservation. 

Chris and Tom have created an open, consultative and forward thinking organisation. Good ideas can come from anyone at any time, and there is no such thing as a stupid question. A strong emphasis on learning means that the office library is very well utilised. New books are often added to the reading list and while staff are not expected to read each one, the team are always hungry for new ideas. This is an organisation which truly expects its staff to fulfil their potential – you can count on being challenged!
The philosophy on work is simple. Results and output are what counts. How people work and the hours that they keep are somewhat irrelevant, as long as their efforts translate into achieving goals and objectives. Energy Mad is very goal focused; there is a lot on the agenda but always time for discussion and a laugh. It’s a culture that will appeal to many, but requires self-direction and motivation. 
9. Risks

Energy Mad is a young company, facing well established and aggressive competitors. Obviously there are risks. Many successful businesses have faltered due to rapid, uncontrolled growth or unforeseen environmental changes. Applicants need to appreciate that Energy Mad has been operating for just four years and although there are no signs of speed wobbles yet, the possibility cannot be ruled out completely. With this said all prospective team additions are encouraged to ask the hard questions on profitability and longevity. 

10. Office Administrator
Energy Mad are seeking an experienced Office Administrator to join their team.  This key position will sit at the heart of Energy Mad. The administrator will be responsible for the day-to-day tasks associated with the smooth running of the office. This includes greeting visitors; responding to phone and internet enquiries; organising administrative procurement; coordinating meetings and taking minutes. 
You will be responsible for managing and updating the Energy Mad document management system, databases, operation manuals, marketing/ technical materials; as well as leading and following through with auditing of the quality management system.  The new administrator will have the opportunity to take an active role in refining the systems and processes which run the organisation.

As well as providing administrative support to the Energy Mad directors and managers, you will be involved in the distribution of samples and producing product quotes.  In this role the incumbent will have the opportunity to support, and become more involved in the energy efficiency projects.  
As Energy Mad is rapidly changing, the office administrator will be trained and supported by Rachael King, the Energy Mad Office Manager.  The office is located in Leslie Hills Drive, Riccarton, central Christchurch.  The salary band for this role is $38,000 – $42,000. 
11. Skills, Attitude & Attributes Required

Energy Mad are looking for someone who is supremely capable and has the attitude and personal drive to become a key member of the team.

The considerable growth of Energy Mad will present challenges on a daily basis and you will need to be proactive and use your excellent problem solving skills to maintain control over the workload.  
The wide variety of tasks associated with this role will require the administrator to be self-motivated, highly organised, and a strong multi-tasker. You will have excellent time management skills, prioritising work in order to meet deadlines without compromising on the quality of service.  In this role, attention to detail is crucial and the paperwork and systems must be maintained to an extremely high standard.  
You will be comfortable with taking responsibility for making independent decisions, while referring matters beyond your mandate to the appropriate person. This will require emotional maturity, and the capacity to give and receive feedback.  You will use your exceptional communication skills to manage difficult people and delicate situations with diplomacy and tact.  You will need to be a real ‘people person’ taking pleasure in helping others to find optimal solutions, while adhering to company policy and meeting the needs of all stakeholders.
While training and support will be available to the new administrator, you will be expected to use your experience in similar positions to orientate yourself to the role reasonably quickly. This position will excite people who want to make a genuine contribution to improving the environment by being an instrumental part of a vibrant and rapidly growing team. Who says individuals can’t make a difference?                                                                                                                                        
12. Practical Exercise

An essential part of the recruitment process is to demonstrate your ability to meet key criteria. Please cut and paste the problems below, include your answers and submit as a separate document, accompanying the CV and cover letter.  Applicants who do not submit answers to the questions below are unlikely to be successful in demonstrating sufficient ability to operate in this position. We anticipate that you will spend approximately 30 minutes completing this exercise and thank you for taking that time. (Feel free to use bullet points or short sentences.)

Scenario:
Part 1:

It is Monday morning and you have come into the office early to work on a policy audit that needs to be completed by the end of the day.  You are working on the audit when the Company Director arrives and he asks you to make some urgent amendments to a document.  He wants to see the amendments by the end of the day as the cut off time for reprinting the document is Tuesday 10am.

Immediately after this conversation, the Project Manager comes to you and asks that you get some advertising quotes to her by the end of the day for the upcoming Ecobulb project.  You do not have time to complete all three jobs today.
1.  What are the critical issues you will consider to prioritise your days work? (no more than 70 words) 

2.  How will you respond to the Company Director and Project Manager? (no more than 100 words)

Part 2:

Some administrators just get the job done, while others become an invaluable asset to their organisation. What qualities put you in the second category? (no more than 30 words) 

13. Submitting Your Application
To apply for this position please complete the online application form at: www.hrdirection.co.nz/vacancies.html
Please attach three Microsoft Word documents

1. Your cover letter

2. Your curriculum vitae 
3. Your answers to the practical exercise above
Your curriculum vitae should include recent work experience, evidence of relevant skills, attributes and any qualifications, as well as answers to the scenario questions above. Please address your cover letter to Rachael King explaining why you are interested in this position. 

(Additional tips on CV preparation at www.hrdirection.co.nz/cvprep.html )

If it is not possible to apply online you can post your application to:

Energy Mad Application

HR Direction, 
P.O. Box 1079
CHRISTCHURCH

Queries to suze@hrdirection.co.nz in the first instance or phone Suze Steenson, Office Manager, HR Direction (03) 977 1976.

Applications close 5pm Friday, 4 July 2008
You will be updated on the status of your application no later than 5pm Wednesday, 9 July.
We sincerely thank you for your interest and the time you have taken to apply.
Viv Frodsham 



Recruitment Consultant

for Rachael King
Office Manager
Energy Mad Ltd
� Lights Labour’s Lost, Policies for Energy-efficient Lighting, International Energy Agency, 2006.
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© Energy Mad Limited         Lessening climate change through economical energy savings
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