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Job Description 
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	Date:
	May 2025

	Job Title:
	Energy Officer

	Post Number:
	DP1604

	Division/Department/Section:
	Dorset Estates Dept.

	Line Manager:
	Head of Estates

	
1. PURPOSE


	The post holder will be responsible for the development and management of the forces energy policy, ensuring that the force meets the following objects.

•	Complying with legislation
•	Aligning with good management practice
•	Achieving value for money.

In the absence of the Head of Estates, to deputise on his behalf, on all Energy Matters.



	
1. POSITION IN THE ORGANISATION
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2.b Roles that work directly for this post.


	
None





	
1. MAIN RESPONSIBILITIES


	What is the post responsible for? (INPUT)
	With what results? (OUTPUT)


	Procuring and co coordinating energy audits both internal and using external consultants (i.e. Carbon Trust)

	To make recommendation to improve energy efficiency, identifying opportunities for improvements and implementing them, justify them on a cost/benefits basis.


	Establish policies, procedures and responsibilities with respect to energy management, taking into account Building and Environmental Legislation and codes of practice.

	To enable the force to meet its current and future legal requirements and EU targets 

	Record, collect and analyse information on energy use via TEAM Sigma Energy and Accountancy software. Benchmarking examples of Best Practice.

	Use to publicise and present performance indicators and promote an understanding of the benefits of energy efficiency to increase and develop a culture of energy awareness.

	Establish and develop energy Monitoring via half hourly data collection on all utilities.  Use a dedicated software application to produce and analyse energy data, identify irregularities in use and instruct other staff within the department, and throughout the Force, and its contractors to take appropriate further action.

	Generates technical investigation of changes in usage, faults and leaks in supply, to ensure buildings remain available for operational purposes.  To meet Asset Management Plan Action Plan requirement to develop means of identifying reductions in usage and costs.

	Provide complex information, advise and support decision making by The Head of Estates, other internal staff, and other departments, including the Environmental Working Group, in relation to energy-efficient practices.

	Identifying opportunities for improvements, in Capital projects, new build and refurbishments, and increase awareness of emerging environmental strategies.

	Sole responsibility for managing all energy utility accounts including those for the PFI projects.  This includes checking certifying all energy invoices for payment and maintaining central records on dedicated TEAM Sigma Energy and Accountancy Management software.  Liaise with statutory undertakers and suppliers to manage and resolve payment/usage queries and irregularities. 

	To ensure all energy payments are accurate, identifying errors and rectify to ensure correct payment and usage data is paid on time and that live energy information is available to the force for financial management requirements, asset management returns and to allow benchmarking exercises to take place.

	Responsible for overseeing the expenditure of the Energy Budget.

	Compliance with budgetary allocation and funding awards, efficient accounting of financial transactions and maintain records appropriate to the requirement of a full audit.


	Set up software to obtain and monitor carbon emissions.

	To enable the Environmental Working Group to produce a force wide Carbon footprint and raise awareness of environmental issues.


	Understanding political, economic and technological trends and their impact on supplies and suppliers.  Provide anticipated energy usage information to Accountancy Services for budgetary forecasting purposes.

	Ensure that the force receives the most cost-effective prices and is aware of market changes, to support annual budgetary management and contribute to budget forecasting for future years.


	This list of duties is not restrictive or exhaustive and the postholder may be required to carry out duties from time to time that are either commensurate with/or lower than the grade of the post.  In some posts this might include the ad-hoc provision of guidance and informal training of new colleagues.

	Completion of duties to meet the needs of the Police Service.




	
4.	CONTACTS

Five main contacts, internal or external (other than Manager), which the post-holder regularly deals with in the course of their work.


	1. 
	External consultants (Carbon Trust, Statutory Undertakers and Utilities)

	2. 
	Business Development Manager

	3. 
	Finance Officers (Accountancy and Payments), Financial Services

	4. 
	Mechanical & Electrical Services Officers, Estates & Building Services Department

	5. 
	Procurement (Office of Government/Commerce)

	
0. SPECIAL CONDITIONS/ADDITIONAL INFORMATION

List any special arrangements surrounding the job e.g., 24 hr responsibility, on-call time, and weekend work in this section.


	
1) The Force Values together with the Police Staff Standards of Professional Behaviour are non-negotiable standards that all Dorset Police staff must abide by.  Loyalty to these Values and Ethics are a requirement for membership into Dorset Police.
2) The post holder will be required to attend and represent the Force at related conferences and meetings therefore must hold a UK drivers’ licence unless prevented by reason of disability. Reasonable adjustments will be considered.



	
0. HEALTH & SAFETY TRAINING

Are there any specific health and safety training requirements for this role which need to be considered prior to or post appointment?  [Manager should read appropriate Risk Assessments and identify training required, e.g., manual handling training, VDU assessment, Control of Substances Hazardous to Health (COSHH) etc]


	
Your line manager has the responsibility to refer to the risk assessments appropriate to your role to identify any additional health and safety training required e.g., manual handling training, VDU assessment, Control of Substances Hazardous to Health (COSHH) etc.

You are advised to read the Force’s Health and Safety policy which will give a more in-depth description of your full Health and Safety responsibilities.



	
0. HEALTH MONITORING 

Are there any Health Monitoring requirements specific to this post which will be considered prior to appointment/job offer?


	
N/A.



	
0. MEDICAL ASSESSMENT

Is a pre-employment medical assessment required? Contact Resourcing if unknown.


	
N/A


	
0. BIOMETRIC SAMPLE REQUIRED


	
NO.


	
0. CVF Level


	
Level 1


	
0. VETTING 

Certain designated posts require enhanced vetting in line with the Force Vetting Policy.  Details of such specified below e.g., ‘this post is subject to standard recruitment vetting’ or ‘this post is subject to higher level vetting’.  Vetting clearance will need to be obtained prior to appointment of a candidate.


	
Recruitment level.



	
0. TERMS OF APPOINTMENT


	
The salary will be within Grade C.  For full salary range refer to Dorset Police Staff pay scales.

The current core business hours will be as determined by your senior management and will be in accordance with the Alliance Flexi-time Policy and associated procedure, including eligibility for the flexi-time provision.





	
0. PERSON SPECIFICATION


	Essential Criteria


	Essential Qualifications/Specific Training/Alternative relevant experience, knowledge, skills which are required for this post.

	Criteria to be measured
	Competencies Required


	Criteria A
	NVQ Level 4 in Energy Management or proven level of experience.


	Criteria B
	An understanding and working knowledge of Energy related matters, including Building regulations and related legislation with the experience to advise on compliance to statutory requirements.


	Criteria C
	High degree of IT literacy with proven experience of using Microsoft Office Applications in particular spreadsheets and word processing.


	Criteria D
	Self-confident and assertive.  Able to present information both verbally and written to inform clearly and confidently to promote and raise awareness of energy efficiency.


	Criteria E
	Good research skills with the ability to identify material relevant to Energy Management from a variety of sources, use to advice on best practice.


	Criteria F
	High level of motivation and ability to prioritise and manage own workload with appropriate decision-making capabilities.


	Criteria G
	In depth experience in budgetary and financial management.




	Desirable Criteria (if applicable)


	Desirable Qualifications/Specific Training/Alternative relevant experience, knowledge, skills which are required for this post.

	Criteria to be measured
	Competencies Required


	Criteria H
	Knowledge of the Police Accounting System, Griffin, Oracle and Force wide.


	Criteria I
	Knowledge of TEAM Sigma Energy Management and Accountancy System.
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