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Person Specification

This form lists the essential and desirable requirements needed in order to do the job.

Applicants will be shortlisted solely on the extent to which they meet these requirements.

Job title: Energy & Utilities Coordinator

Department/Division: Estates

Competency

Knowledge and
Experience

Communication

Planning and

Criteria

Strong skills in data collection, validation, and analysis, with
experience of handling large datasets (e.g. utilities, energy,
carbon, or financial data).

Strong IT skills with in-depth command of MS Office (particularly
Excel for data handling and analysis).

Knowledge of UK energy and carbon reporting frameworks, and
awareness of environmental sustainability issues relevant to the
built environment.

Experience of providing high-quality data, reports, or analysis to
inform decision-making.

Experience of working in an energy, utilities, or sustainability-
related role, ideally within estates, facilities management, or
higher education.

Experience of monitoring and reporting energy and water
consumption trends, with the ability to identify anomalies and
opportunities for efficiency.

Experience supporting environmental reporting requirements
(e.g. SECR, HESA Estates Management, ESOS, or similar
frameworks).

Experience contributing to audits or compliance systems (e.g.
ISO 50001 Energy Management System).

Experience supporting initiatives or campaigns that encourage
behaviour change in energy and resource use.

Excellent written and verbal communication skills, with the ability
to present complex data clearly to non-specialists.

Strong interpersonal skills with the ability to build effective
working relationships across a wide range of stakeholders.

Ability to plan and prioritise effectively to meet deadlines and

Accountable to: Carbon Reduction Manager
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Organisation deliver objectives.
High level of attention to detail and accuracy in data handling
and reporting.
Teamwork and Ability to work collaboratively as part of a team, contributing
Motivation actively and effectively.

Flexibility and willingness to contribute to a variety of projects
and activities, including occasional site visits.

E - Essential: requirements without which the job could not be done.
D — Desirable: requirements that would enable the candidate to perform the job well.



