JOB DESCRIPTION

	JOB DESCRIPTION

Operations Manager CHA Lemon Aid / Fuel Poverty Services


	DEPARTMENT
Group Chief Executive Office

	SALARY
£35,000 - £37,000 per annum

	SECTION/FUNCTION 
Lemon Aid / Fuel Poverty Services

	REPORTING TO
Group Chief Executive Officer
	REVIEWED
June 2022




1. JOB PURPOSE

1.1 To lead and manage a team to ensure the delivery of a high quality, professional, and fully transparent service to domestic customers.

1.2 To ensure timeous and effective delivery of support to customers in the form of energy advice, benefit/income maximisation checks, referrals and advocacy services to address fuel poverty issues.
1.3 To alleviate or prevent Fuel Poverty
2. ACCOUNTABILITY RESPONSIBILITY


2.1 Accountable to the CEO.
2.2 Responsible for the line management of their team 
3. MAIN DUTIES OF THE POST
3.1 To manage the daily activity and the performance, accountability and monitoring processes for the Home Energy Advisors 
3.2 To manage, co-ordinate and control the diary and appointments of the Home Energy & Fuel Poverty Advisors and have follow-up and tracking systems in place in line with Health & Safety regulation for home visiting.

3.3 To assist in the promotion of Lemon Aid to tenants, home owners and any external care agencies involved in signposting services such as financial inclusion and monetary advice to vulnerable groups.
3.4 To build and maintain relationships with referring partners and Local Authorities in the areas Lemon Aid operate and identify new referring partners.

3.5 Identify funding opportunities to expand or compliment the service to benefit the Fuel Poor.

3.6 Maintain records of outcomes and prepare monitoring reports to funders including case studies.

3.7 Work within the Energy Industry Regulator guidelines and keep up to date with Industry Standards and Regulations.

3.8 Deliver Staff Training supporting the team to ensure they carry out their roles with appropriate knowledge and training and attain relevant qualifications and skills..

3.9 To meet, as required, with the CEO to monitor their team’s progress and performance.

3.10 To organise the team of Home Energy & Fuel Poverty Advisors to ensure effective and efficient scheduling of customer visits and reviews and a steady supply of clients for the Advisor to work with.

3.11 To ensure effective contacts with Housing staff within Cunninghame Housing Association and other housing associations and local authorities to promote the service and maintain client referrals and work flow.

3.12 To assist the Home Energy and Fuel Poverty Advisory Team on the completion of survey forms with tenants.

3.13 To assist the team in the provision of advice, advocacy and referral services to the public and referring partners.

3.14 To organise the Team office ensuring Information, Communication and Technology (ICT), administration and equipment is used effectively.
3.15 To monitor the amount and quality of survey information obtained by  Fuel Poverty Team and ensure it is captured and recorded properly using the appropriate database package.

3.16 To ensure the Home Energy and Fuel Poverty Team maintains appropriate records of client activities and outputs, using appropriate caseload files and software packages.
3.17 To provide statistical reports and progress for the CEO or Board Members
.

3.18 To provide information as required to Cunninghame Housing Association’s HR & Corporate Services regarding the team’s reviews, training activity and exit preparations.
3.19 Attend meetings, events, prepare and deliver presentations to professional organisations, and community groups
3.20 To implement the Cunninghame Housing Association Group Staff Appraisal processes on the Clearview System.

3.21 To adhere to Cunninghame Housing Association’s Group Health & Safety Manual and policies. 

4. OTHER DUTIES

4.1
Such other relevant duties as may be determined from time to time.

4.2
To provide flexible support as directed 

4.3
No job description can cover every issue which may arise within the post at various times and the post-holder is expected to carry out other duties from time to time which are broadly consistent with those in this document. 

Note: 
This job description will be subject to change as the role develops and the post 
holder is expected to adapt to those changes.   

