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	Job Description

EcoSmartHome Administrator


	Start Date
	April  2008


	Job Purpose
	To make a meaningful contribution towards the Energy Mad vision - “lessening climate change through economic energy savings” - through managing the administrative tasks for EcoSmartHome to ensure its smooth and efficient functioning.



	Objective
	Managing the administrative tasks for EcoSmartHome to ensure its smooth and efficient functioning.


	Reports to
	Kiri Dawson, Senior Administrator and Fraser Scott, Manager of New Initiatives


	Staff Responsibilities
	N/A

	Key Relationships
	· EcoSmartHome Regional Manager

· EcoSmartHome Assessors

· Manager of New Initiatives

· Office Manager

· Key Stakeholders


	Hours
	Those required to achieve work objectives.



	Location
	At the Christchurch Energy Mad / EcoSmartHome office.


	Annual Leave
	4 weeks per annum




	Specific Duties
	1. Customer Service – Booking Home Energy Assessments
▲
Respond to 0800, internet or email enquiries and registrations in a timely and professional manner.
▲
Book Home Energy Assessments (HEA) in a timely and professional manner.
▲
Manage the EcoSmartHome (ESH) Assessors appointments and diaries.
▲
Create and prepare customer folders in readiness for HEA appointments.
▲
Complete Powerswitch reports for HEA appointments.
▲
Regularly update the customer database with log notes and changes to personal information.
2. Customer Follow-up Calls
▲
Contact Customers within given time frames after HEA to convert assessment to a sale.
▲
Update the customer database with log notes and details of the follow-up call. 

▲
Follow up with suppliers and installers for site inspections to properties.

▲
Follow up with ESH Regional Managers and/or Assessors with customer enquiries.

3. Customer Service and Team support
▲
Liaise with Project Partners to obtain and update customer database details.

▲
Provide additional administrative support where required for ESH Regional Managers and Assessors.
▲
Liaise with ASB bank for loan applications and drawdowns.
▲
Respond to customer enquiries and complaints in a timely and professional manner.
▲
Liaise with market research company for follow-up calls to non-respondents.
▲
Liaise with market research company for follow-up calls as and when required.

▲
Arrange mail-out to customers to participate in ESH HEA.
▲
Complete relevant ESH reports for management team and project partners as and when required.



	Performance Expectations


	Exceeds Expectations

▲
Is constantly seeking to improve his/her understanding of Energy Mad and energy efficiency 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, staff and strategic partners.



	Skills and Attributes Required
	▲
A genuine passion for the Energy Mad “vision” and the national good it will provide.

▲
Interpersonal skills and personal awareness. Emotional intelligence and control. A superior understanding of people, interpersonal relationships and human behaviour. A positive, friendly, easygoing yet professional attitude in all dealings with stakeholders and colleagues. Able to talk openly and honestly and enjoy a laugh.
▲
Conscientious, detail and systems focused and well organized.
▲
A genuine and extreme willingness to learn.
▲
Above average intellectual ability.



Fraser Scott
Manger of New Initiatives
Energy Mad Ltd
April 2008
