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JOB DESCRIPTION
	Job Title:
	Sustainability Data Administrator 

	Directorate:
	Assets and Sustainability

	Reports To:
	Sustainability Data Coordinator 

	Direct Reports:
	N/A

	Overview of the role:

	Provide a comprehensive administration service to the Sustainability team. 
Assist in managing and updating data records relating to the work of the Sustainability team.
Collate information to enable RHI claims to be made.
Monitor and coordinate all correspondence and referrals to Sustainability. 
Administer and process orders, invoices and payments to suppliers relating to the work of the Sustainability team.




	Key Responsibilities

	Key Tasks


	Core tasks and outputs
	· Assist in the day to day running of the Sustainability team
· Manage the Sustainability email inbox and Dynamics cases, triaging and referring all enquiries to relevant colleagues and ensuring urgent emails and cases are addressed promptly
· Overseeing the updating and accuracy of information and data on the Group’s Asset Management databases and other sustainability data related portals.
· Prepare data and reports for use in measuring performance
· Prepare data reports to monitor performance of our homes and energy assets
· Assist in the co-ordination and collation of information for performance reports.
· Collate key performance indicators on various contracts and programmes for review at contractor / supplier / consultant review meetings.
	

	•

	Financial Management
	· Ensure value for money principles are applied to any purchases and maximise efficiencies wherever possible.
· Raise orders for Works programmes
· Review contractor valuations and liaise with the Commercial team and Sustainability team to ensure all payment claims are validated 
· Assist in preparation and authorisation of contractors’ payments including matching invoices and approving for payment.

	Communication
	· Liaise with colleagues regarding information and data for site surveys, planned works and post-installation satisfaction surveys.
· Ability to write and present reports for the sustainability team, including summarising and evaluating data.


	Innovation
	· Assist with maintaining culture of creativity and innovation, which encourages colleagues to be brave and try new ways of working.
· Research, develop and make recommendations in relation to improving the Sustainability team service.
· Assist with promoting the use of technology within the team and the wider Group.

	General Requirements
	· To be aware of and comply with the requirements of all the Group’s Policy Documents and Statements.
· To be aware of and apply the principles of Value for Money and Risk Management at a level commensurate with the responsibilities of the post.
· To be responsible for health and safety and welfare of yourself and all staff. Follow health and safety procedures at all times.
· To promote equality, diversity and inclusion in the workplace.
· To comply with the Group’s Code of Conduct and the relevant Regulatory Frameworks established by our Regulators.
· To ensure the confidentiality of information and adherence to data protection requirements in respect of your work at all times.
· To ensure accurate data is entered onto ICT systems at all times and, where appropriate, complies with the requirements of the Group Data Quality Standards and data protection legislation.



The duties and responsibilities detailed above are not exhaustive and the post holder will be expected to undertake any other duties appropriate to the post as necessary or as directed.
Band B.16 £27,520







Sustainability Data Administrator 
 Person Specification
	Qualifications
	*E/D

	5 GCSEs at Grade C or above (including Maths and English) or equivalent
	E

	Degree in environmental studies (or similar)
	D

	Experience
	

	Previous administration experience
	E

	Experience of contract administration.
	D

	Experience of maintaining databases 
	E

	Experience of working in the property sector
	D

	Experience of creating and maintaining good working relationships.
	E

	Evidence of having delivered effectively in a results/service driven environment
	E

	Personal Skills / Qualities / Knowledge
	

	Strong IT skills including Excel and other MS 365 systems
	E

	Strong attention to detail
	E

	Customer focussed
	D

	Strong commitment to sustainability and energy efficiency
	E

	First class organisational skills, including the ability to meet tight deadlines.
	E

	Positive outlook with a can do attitude
	E

	Excellent communication skills
	E

	High degree of personal integrity and professionalism.
	E

	Flexible approach to work with a focus on delivering results.
	E

	Committed to personal development and keen to learn new skills.
	E

	Other Requirements
	

	Able to attend office for meetings and to work with colleagues as required
	E


* E = Essential criteria / D = Desirable criteria
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