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	Position Description

Projects Manager



	Start Date
	June 2008


	Job Purpose
	To make a meaningful contribution towards the Energy Mad vision - “lessening climate change through economical energy savings” - through managing the development and implementation of Household Efficient Lighting Projects (HELP).


	Objective
	Managing the development and implementation of HELP and generating sales of future energy efficiency projects.
 

	Reports to
	Business Development Manager


	Staff Responsibilities
	N/A

	Key Relationships
	· Energy Mad Directors

· Energy Mad Senior Managers
· Electricity utilities

· CEOs

· Local Government Politicians
· Central Government Politicians

· Press and Radio Media

· Project Partners

· Distributors/Retailers



	Hours
	Full Time (Those required to achieve the work objectives)


	Location
	Energy Mad Christchurch office



	Annual Leave
	4 weeks per annum 



	Specific Duties
	1     Project Development
▲   Develop the implementation plans for the HELP projects in      New Zealand and possibly internationally.  
▲   Manage the implementation of these project plans to the required timeframes and budgets.
▲   Follow-up with suitable actions on priorities in a timely manner as they arise during the projects.

▲   Develop and implement customer solutions that provide the best cost versus benefits for them, and for Energy Mad.

2      Projects implementation

▲   Manage the various customer and supplier interactions with the appropriate regular and timely communications.

▲   Placement and management of the Ecobulb orders with the Ecobulb Manufacturer.

▲   Management of the Ecobulb supply and distribution through the supermarket stores.

▲   Placement and management of the various forms of media communications used during the HELP promotions.

3     Customer Management
▲   Assist with identifying opportunities for new HELP projects.

▲   Assist with developing customer proposals for new HELPprojects.

▲   Management of the development of the business case for selected new projects.
▲    Liaise with media and coordinate external communications re Ecobulb and Energy Mad.
4 Operational Development
▲   Refine the implementation method and project management processes for the HELP projects.

▲   Document these processes as ISO procedures.

▲   Develop and maintain the customer databases.



	Performance Expectations


	Exceeds Expectations

▲
Is constantly seeking to improve his/her understanding of Energy Mad and energy efficient issues, e.g. what the priorities are and why, the secret to success.
▲
Takes a proactive approach to achieving performance goals accurately, efficiently and thoroughly and within accepted and agreed timeframes.

▲
Is supportive, honest, open and understanding in all dealings with stakeholders, consumers, and related parties.
▲
Records and communicates completed and incomplete work using appropriate systems, processes and reports.  
▲
Communicates honestly, positively and appropriately with directors and staff.



	Skills and Attributes Required
	▲   A tertiary qualification and/or project management  experience
▲   A belief in, and commitment to, the Energy Mad “vision” and the global good it will provide.

▲    The ability to present proposals to Ecobulb project funders providing such benefits that they commit to these Ecobulb projects.

▲    The attitude and personal drive to contribute to making the Energy Mad vision a reality.

▲    The ability to thrive and prosper in a fast growing company.

▲    Excellent interpersonal skills to liaise with a range of people from CEO’s to colleagues, the media, suppliers and public. A superior understanding of people, interpersonal relationships and human behaviour. A positive, friendly, easy-going yet professional attitude in all dealings with stakeholders and colleagues. Able to talk openly and honestly and enjoy a laugh.
▲    Excellent written and verbal communication skills.
▲    Experience with project management programmes such as MS Project preferred but not necessary.
▲    The organisational skills to develop and implement plans for several projects simultaneously such that the budget and timeframe criteria are achieved.
▲    A genuine and extreme willingness to learn.
▲    Above average intellectual ability.
▲    The ability to convince people about the benefits of the Ecobulb projects.
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