
  

 
Job Description 
 
This form summarises the purpose of the job and lists its key tasks. It is not a definitive list of all the tasks to 
be undertaken as those can be varied from time to time at the discretion of the School, in consultation with 
the postholder. 
 
 

 
 
 
 
 
 
 

 

Duties and Responsibilities  

Utilities & Carbon Data Management 

• Collect and input utility consumption data (electricity, gas, water) into LSE’s carbon and energy 

reporting systems. 

• Monitor energy and water consumption trends and help identify unusual usage patterns or 
opportunities for efficiency. 

• Input and process carbon data to support Scope 1 and 2 emissions reporting, as well as water-
related emissions. 

• Provide energy and GHG data to the Carbon Reduction Manager to inform annual reporting 

requirements (e.g. SECR, HESA Estates Management Records, ESOS, FOI). 

• Maintain and update energy and water records for compliance and project tracking. 
 

Procurement and Investment Support 

• Provide monthly validation of utility bills and invoice data and raise any anomalies with suppliers.  

• Provide utility usage and pricing data to support investment cases for energy reduction projects 

and funding applications (eg, Salix). 

• Support engagement with brokers and Procurement teams on utilities contracts, PPAs, and heat 
networks. 

• Track contract performance indicators (eg, consumption vs cost, scope for renewable energy 

purchasing). 
 
Operational and Estates Collaboration 

• Assist in the coordination of metering reading and upgrades, installations, and access to data from 
newly commissioned buildings. 

• Liaise with the Maintenance and Capital Development teams to understand building-level energy 

Job Summary 
This role provides operational and analytical support to help LSE manage its energy and utilities use, 
carbon data, and travel-related emissions. Working closely with the Carbon Reduction Manager and key 
stakeholders across Estates, Capital Development, and Finance, the Energy & Utilities Coordinator will 
contribute to the delivery of Net Zero and environmental compliance objectives by collecting, validating, 
and analysing key environmental performance data. 
 

Job title: Energy & Utilities Coordinator   

Department/Division: Estates Accountable to: Carbon Reduction Manager 



  

performance. 

• Contribute to project teams delivering sustainability initiatives in halls or on the main estate. 

• Provide technical data and coordination support to the Carbon Reduction Manager and project 

teams during design and construction phases. 
 
Compliance & Audit Support 

• Support implementation and internal audits related to LSE’s ISO 50001 Energy Management 
System, under supervision.  

• Help document processes and update procedures to ensure LSE remains compliant with ISO 
requirements and energy-related legislation. 

• Track actions related to audit recommendations and provide monitoring reports as needed.   

 

Communication & Engagement 

• Work with the wider team to support awareness-raising and staff/student campaigns focused on 
energy efficiency and water conservation. 

• Assist in the preparation of user guidance or visual materials that explain energy-related 

behaviours or system changes. 

• Organise and contribute to initiatives that reduce energy consumption (e.g. sustainable halls 
campaign).  

 

Personal & Professional Development 

• Actively participate in training sessions, mentorship, and formal learning as required. 

• Attend sustainability team meetings and team-wide initiatives to develop a rounded 
understanding of LSE’s environmental strategy. 

 
To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to 
perform work not specifically referred to above. 

Flexibility 
To deliver services effectively, a degree of flexibility may be required in the duties performed in order to 
meet the exigencies of service. Job roles may also naturally develop over time and ongoing substantial 
changes to a role will be discussed between line managers and their staff, with job descriptions updated 
as and when appropriate.  

Equity, Diversity and Inclusion (EDI) 
LSE is committed to building a diverse, equitable and truly inclusive university. All posts (and post holders) 
will seek to ensure diversity and inclusion, while opposing all forms of unlawful and unfair discrimination on 
the grounds of age, disability, gender identity, marriage and civil partnership, pregnancy and maternity, 
race, nationality, ethnic or national origin, religion or belief, sex and sexual orientation, or social and 
economic background. 

Ethics Code 
Posts (and post holders) are assumed to have a responsibility to act in accordance with the School’s 
Ethics Code and to promote the principles and values that the Code enshrines. The Ethics Code clearly 
states that the whole LSE community, including all staff, students, and governors of LSE, are expected to 
act in accordance with the principles which are set out in the Code. As such you are required to read and 
familiarise yourself with it. The School’s Effective Behaviours Framework is designed to support this Code.  
It sets out examples for the six behaviours that all staff are expected to demonstrate, these can be found 
on the following link: click here  

Environmental Sustainability 
The post holder is required to minimise environmental impact in the performance of the role, and actively 
contribute to the delivery of the LSE Environmental Policy.  

https://info.lse.ac.uk/staff/divisions/Human-Resources/Assets/Documents/Effective-Behaviours-Framework-revised-Oct-2025.pdf


  

Free Speech 
The Code of Practice on Free Speech outlines the responsibilities of LSE to protect and promote freedom 
of speech and academic freedom within the law for students, faculty, staff, and visiting speakers. It applies 
to all activities on LSE premises and those conducted in the name of the School or LSE Students’ Union at 
any location. The Code confirms that LSE does not take formal positions on political or international issues 
but provides a platform for critical debate within the law, taking account of the various legislative 
requirements and the context provided by policies and procedures. Procedures are set out in the Code on 
how events must be arranged and conducted. 

 

https://info.lse.ac.uk/staff/services/Policies-and-procedures/Assets/Documents/Code-of-Practice-on-Free-Speech.pdf

