Weatherization Job Descriptions
	Job
	Common elements
	Requirements
	Salary Ranges

	Energy Rater
	HSD/GED

Use specialized equipment

Customer service skills
	Criminal background check

Drug and alcohol testing

Valid driver’s license
	$12 – $18

	Technician
	HSD/GED

Construction knowledge


	Criminal background check

Drug and alcohol testing

Valid driver’s license
	$10 – 16 / hour

	Crew Supervisor
	HSD/GED

Prepare cost estimates and work plans

Advanced experience with weatherization tools and techniques

Supervisory skills
	Criminal background check

Drug and alcohol testing

Valid driver’s license
	$16.70 – $20.46

	Inspector
	HSD/GED

Knowledge of weatherization standards
Construction experience
Customer service skills

Knowledge of local codes
	Criminal background check

Drug and alcohol testing

Valid driver’s license
	$16.70 – $20.46

	Job Coordinator
	HSD/GED

Construction knowledge

Knowledge of local inspection procedures 
	Criminal background check
Drug and alcohol testing
Valid driver’s license 
	$13.96 – $17.10


Example Job Descriptions

Technician – Sample 1

Job Title: Weatherization Crew Worker (Property) 
Department: Weatherization Assistance Program (WAP) 

Reports To: Assistant Weatherization Coordinator 

FLSA Status: Nonexempt 

Prepared By: Human Resources 

Prepared Date: July 2002 – update February 2009 

Approved By: 
Approved Date: 
SUMMARY 
Maintains agency property for crew. Repairs and installs insulation to homes following current Weatherization guidelines. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 

· Authorizes purchase orders for home project materials. 

· Conducts home repairs in order to stop air infiltration or water leakage. 

· Applies insulating material to exposed surfaces of structures such as attic, wall, basement, air ducts, hot and cold water pipes, water heater storage tanks, and mobile home underbellies. 

· Makes regular reports on condition of tools, equipment, and vehicle. 

· Initiates and schedules repair and basic maintenance of property. 

· Must be able to successfully perform in all areas under guidelines of State of Iowa weatherization work standards. 

· Performs other minor home repairs: plumbing or electrical. 

· Must maintain confidentiality at all times. 

· Must always represent NEICAC in a positive and professional manner. 

· Attends training as required to show a continued effort to grow professionally. 

SUPERVISORY RESPONSIBILITIES 
This job has no supervisory responsibilities. 

QUALIFICATIONS To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

EDUCATION and/or EXPERIENCE 
High school diploma or general education degree (GED) required. One to three months related experience and/or training; or equivalent combination of education and experience. Computer training and/or experience. 

LANGUAGE SKILLS 
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. Ability to write routine reports and correspondence. Ability to speak effectively before groups of customers or employees of organization. 

MATHEMATICAL SKILLS 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. 

REASONING ABILITY 
Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions. Ability to deal with problems involving a few concrete variables in standardized situations. 

CERTIFICATES, LICENSES, REGISTRATIONS 
Must have valid driver’s license and a good driving record as required by NEICAC insurance carrier. Must be able to successfully certify with state under guidelines of State of Iowa Weatherization work standards. 

PHYSICAL DEMANDS The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to stand; walk; and stoop, kneel, crouch, or crawl. The employee frequently is required to reach with hands and arms; climb or balance; and talk or hear. The employee is occasionally required to sit; use hands to finger, handle, or feel; and taste or smell. The employee must frequently lift and/or move up to 50 pounds and occasionally be required to lift over 50 pounds. Specific vision abilities required by this job include distance vision, peripheral vision, depth perception, and ability to adjust focus. 

Employee must pass an OSHA approved Respirator Physical and Respirator Fit Test (different sizes of respirators are available to employees). Employee must also remain clean-shaven at all times during the workweek. 

WORK ENVIRONMENT The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. While performing the duties of this job, the employee is frequently exposed to moving mechanical parts. The employee is occasionally exposed to wet and/or humid conditions; high, precarious places; fumes or airborne particles; toxic or caustic chemicals; outside weather conditions; extreme cold; extreme heat; risk of electrical shock; and vibration. The noise level in the work environment is usually moderate.
Technician – Sample 2

CRDC is seeking qualified applicants to fill several full-time technician positions in our Weatherization Assistance Program (WAP).  Applicants must have a high school diploma / G.E.D or experience in lieu of education.  The applicant needs to be experienced in whole house energy conservation such as, general air sealing, installing replacement windows, exterior door replacement, wall, ceiling, floor repairs, installing attic/wall insulation, and general home repairs. Qualified applicants must pass a drug / background screening.  Applicants must have a valid driver's license. 
Technician – Sample 3

 
Responsibilities include but are not limited to: 

· Install weatherization measures as directed by Weatherization Coordinators and per DOE and State guidelines.

· Coordinate with independent contractors during the course of work to insure quality of workmanship. 

· Make individual purchases as necessary, assume responsibility and insure proper care and maintenance of all tools, equipment, and vehicles assigned.

· Responsible for security and inventory of warehouse, and for cleaning of assigned office, and/or warehouse.

· Ability to comprehend and adhere to CRDC and State Weatherization budget.

· Other duties as assigned by Weatherization Coordinator, Director of Weatherization, or Executive Director.

Requirements: 

· High School/GED or experience in lieu of education. 

· Prefer experience in weatherization energy conservation. 

· Carpentry or home repair experience/skills. 

· Experience with meeting deadlines. 

· Oral and written communication skills. 

· Interpersonal skills. 

· Computer proficiency. 

· Must be able to handle heavy lifting.

· Must be able to work in any type of weather. 

· Extensive travel required in assigned area. 

· Serviceable vehicle. 

· Valid drivers license. 

· Auto liability insurance 

Technician – Sample 4
Job Title: Crew Laborer

Department/Program: Weatherization

Classification: Tier 1, Non-Exempt

Pay Range $10-16 per hour

Status: Full Time-Regular (35 to 40 hours per week)

Immediate Supervisor: Weatherization Manager

Primary Job Location: New Bremen Office and other assigned work sites throughout Lewis County.

General Statement of Duties:

The incumbent is primarily responsible for a variety of energy-saving measures and repairs for low income residents.

Essential Job Functions:

The following is a summary of the essential functions of this job. The incumbent may perform other duties, both major and minor, that are not mentioned below, and essential functions may change.

1. Works cooperatively in the field, under guidance of the Crew Chief, to complete assigned duties:

a. Insulation of attics, sidewalls, foundations, crawlspaces.

b. Application of air-infiltration materials.

c. Other general carpentry and energy-saving measures.

2. Performs furnace repair and maintenance, seeking appropriate technical guidance as necessary.

3. Ensures completion of all finish work, restoring consumer homes to proper condition.

4. Follows all Lead Safe Practices according to DHCR requirements. Uses all safety equipment

consistently and properly. Promptly notifies appropriate personnel of any potential safety

concerns regarding the worksite, tools, ladders, and protective equipment.

5. Uses and properly maintains equipment and tools.

6. Participates in consumer education regarding weatherization and energy conservation.

7. Consistently demonstrates a commitment to Opportunities’ mission, objectives and outcomes.

8. Consistently displays good work habits, initiative and enthusiasm, and invests in learning

opportunities to discover, develop, and apply new skills.

9. Consistently demonstrates the ability to effectively interact with co-workers, consumers, vendors,

outside agencies, and the public with emotional maturity, good judgment, tact, and courtesy.

10. Efficiently communicates, comprehends, and carries out oral and written instructions.

11. Ensures consumer confidentiality according to regulations and agency policy.

12. Properly reports all work-related accidents and completes the appropriate reports.

13. Attends all meetings and trainings as required by the agency and in compliance with grants, and

actively acquires/maintains certifications and credentials necessary for performance of duties.

14. Performs other duties as assigned, including assisting other agency programs as directed.
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Qualifications:

The following are the minimum requirements necessary to perform the essential functions of the job:

1. Required Knowledge, Skills and Abilities:

· Have knowledge of agency Programs as well as services available in the community

· Have the ability to access and traverse between sites to perform services with or without assistance; requiring full range of body motion to include bending, kneeling, squatting, sitting, climbing, reaching, lifting and the ability to carry items up to 80 pounds with or without assistance

· Travel as necessary to attend meetings, conferences and trainings relevant to the job.

· Communicate effectively and accurately carry out oral and written instructions

· Work independently and in a team setting, with the ability to manage multiple priorities.

· Have a valid driver’s license with acceptable driving record

· Have the ability to operate power tools and perform basic arithmetic computations

2. Acceptable Experience and Training:

The incumbent must minimally possess a high school diploma or G.E.D., and experience as deemed acceptable to the job. Basic construction and mechanical aptitude is necessary. The incumbent must possess Lead Safety certification; or attain this certification within a given time frame as indicated by the Weatherization Manager. Compensation is relative to experience and skills listed above.

Standards of Performance:

The incumbent will be formally evaluated after the introductory three months, at twelve months from acquiring the job, and annually thereafter, and will be evaluated by the Weatherization Manager. The incumbent will be evaluated on competency with the essential functions of the job.

Weatherization Crew Supervisor
Reports To: Weatherization Director

To perform this position successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and / or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Successful candidate serves as Weatherization Crew Supervisor, responsible for performing energy diagnostic tests, and supervising related work crews.

DUTIES

Supervises Weatherization Crew Members and other assigned personnel, including providing training and corrective instruction, monitoring and evaluating performance and resolving problems as needed

Supervises weatherization processes, ensuring compliance with ACTION, Inc. and Indiana Housing & Community Development Authority (IHCDA) rules and regulations, including general air sealing; installation of insulation in attics, knee walls, and around water heaters, furnace ducts and water pipes; and repairs involving installation of various materials, such as drywall, lumber, and glass.

Maintains accurate inventory of all materials used on job sites and assigned tools and machinery, reporting discrepancies to supervisor.

Monitors contractor’s performance, ensuring all work is completed in accordance with established objectives, specifications, and timetables.

Assists Energy Auditor with implementation of energy policies and procedures, ensuring compliance with IHCDA and ACTION, Inc. rules, regulations, and statutes.

Maintains current knowledge of program technology by periodically attending training sessions.

Performs related duties as assigned.

I. JOB REQUIREMENTS AND DIFFICULTY OF WORK

Working knowledge of and ability to make practical application of ACTION, Inc. Department of Energy (DOE) and IHCDA rules, regulations and policies applicable to energy operations.

Working knowledge of IHCDA Workmanship and Materials Standards, with ability to prepare cost estimates, inspect and monitor projects and ensure compliance with quality control standards.

Ability to properly operate energy testing / evaluation equipment, including infrared thermographic scanners, blower doors and furnace efficiency analysis equipment, and assemble appropriate work orders for contractors.

Ability to effectively communicate orally and in writing with co-workers, other government agencies, contractors, program participants and members of the public, including being sensitive to professional ethics, gender, cultural diversities and disabilities.

Ability to maintain confidentiality of department records and information as required.

Ability to maintain current knowledge of program technology by periodically attending training sessions, sometimes out of town, sometimes overnight.

Ability to effectively perform all essential duties of the position.

II. RESPONSIBILITY

Weatherization Crew Supervisor performs moderately complex duties according to well-established policies and procedures, with work priorities determined by supervisor and service needs of the public.

Weatherization Crew Supervisor applies technical knowledge and exercises independent judgment in determining the most cost-effective, energy-efficient methods to complete energy projects and ensuring adherence with quality standards. Errors in Weatherization Crew Supervisor work are usually prevented through procedural safeguards and are detected through supervisory review or notification from other departments / agencies or the public. Undetected errors may result in loss of money to the agency, loss of time for correction and inconvenience to clients and / or contractors.

III. PERSONAL WORK RELATIONSHIPS

Weatherization Crew Supervisor maintains communication with co-workers, other government agencies, contractors, program participants, and members of the public, for purposes of exchanging information, explaining policies and procedures, supervising personnel and monitoring contractors..

Weatherization Crew Supervisor reports directly to the Energy Auditor.

IV. WORKING CONDITIONS

Weatherization Crew Supervisor performs duties riding in or driving a vehicle to / from project sites and inside / outside client homes, which may involve crawling in confined spaces, such as attics and crawl spaces, working in high places, such as on ladders, and exposure to dust noise, power tools, inclement weather, extreme hot or cold temperatures, and normal traffic hazards. Safety precautions must be followed at all times to prevent injury to self and others.

Energy Auditor – Sample 1
Weatherization Energy Auditor
Salt Lake Community Action Program

Salary: $16.70 – $20.46. Based on experience.
Location: Salt Lake Area
Status: Full Time

Rewarding position working in a program that helps low income residents make their homes more energy efficient.
Job Description: The Salt Lake Community Action Program’s Weatherization Dept. is accepting applications for:

Job Title: Weatherization Energy Auditor

Job Summary: Rewarding position working in a program that helps low income residents make their homes more energy efficient. Will conduct on-site visits and accurately document statistics, data and measurements related to energy efficiency. Enters collected statistics, data and measurements into the energy audit program. Uses results of the program along with own working knowledge to order weatherization measures for the home, i.e. windows. Prepares and submits work orders and estimates to management. Uses XRF lead testing gun as necessary. Informs residents of lead hazards. Coordinates services with weatherization crews.

Qualifications: High School diploma or GED. Minimum two years experience. 

Job Details: Please see www.slcap.org under Employment Opportunities. 

Work Hours: Full Time. Monday – Friday.

Pay: $16.70 – $20.46. Based on experience. 

Benefits: Yes

Additional information can be found at www.slcap.org under Employment Opportunities. See links for Job Description and Employment Application. 

Criminal background check and drug and alcohol testing is required. Valid driver’s license and current automobile insurance is required.
Energy Auditor – Sample 2

ENERGY AUDITOR/INSPECTOR. Three Rivers Community Action, Inc. a multi-county non-profit operating in Goodhue, Rice & Wabasha counties, is seeking candidates to perform on-site energy audits for residential and multi-family buildings. Duties include field inspections, energy savings calculations, cost effective repair determinations using testing and diagnostic equipment, and customer follow-up. Must adhere to State Weatherization Energy Manual and DOE protocol. Requirements include High School diploma, Residential Energy Auditor Certification, post secondary training in auditing or construction related activities, 1-2 yrs experience, valid drivers license, reliable transportation on a daily basis.

Energy Auditor – Sample 3

Job Description
Strafford County Community Action (SCCAC) is seeking to fill the following ARRA funded positions for its expanding Weatherization program:

 

Energy Auditors
 

SCCAC is seeking applicants to perform weatherization energy audits, including in-process and post quality control inspections. The auditor will educate clients about energy conservation, evaluate weatherization and heating system needs, identify energy usage characteristics, measure and determine the amount and type of weatherization work needed, identify health and safety issues, monitor contractor and crew performance of installed measures, and maintain program records and other program related administrative duties according to established standards.

Must have the ability to lift in excess of 50 lbs.

 

Successful candidates should have strong computer, organizational and customer service skills, as well as the ability to communicate complex technical program information.

 

The candidates must successfully complete a State Certified Auditor qualifying examination, have a valid driver's license and insurance and high school diploma or equivalent.  Salary based on experience.    

 

Energy Auditor – Sample 4
Job Description

Venturi Staffing Partners has openings for 25 Energy Efficiency Auditors
·        Pay: $12.00 an hour
·        Hours: 30 hrs a week
·        Start Date: 3-23-09
  

Energy Efficiency Auditor:
This is an entry level position. Employees will receive on-the-job training and will be assigned a limited workload, which grows in size and complexity as the training progresses. Associate must generate new business in assigned territory. Will obtain, verify, analyze, evaluate and update energy financial information for energy efficiency and related services. There is opportunity for career growth and promotion with this company.

 

Primary Job Responsibilities: 
· Visit referred prospective clients. Potential customers include all private and municipal organizations throughout San Jose.

· Act as a consultant to assist prospects with understanding energy savings potential within their place of business. 

· Audit potential customer’s energy consumption and equipment for creation of proposal by corporate management. 

· Clearly explain features and benefits of the energy products to potential customers. 

· Present proposal to customer and obtain approval. 

· Maintain relationship with customers through post installation to leverage other sales and referrals.

Job Requirements

Requirements: 
· Eligible to work in this country
No visible tattoos or piercing 

· Must have professional demeanor & appearance 

· Excellent Communications Skills, written and verbal

· Basic mathematics skills required 

· Ability to follow verbal & written instructions

· High school diploma or higher

· Interest in energy conservation measures preferred

· Previous sales experience preferred

· Must be reliable, punctual and have a reliable means of transportation *You do not need to own or drive your own car for this position

· Proof of automobile insurance * If you are driving your own vehicle*

Weatherization Inspector – Sample 1
	Class No.  507                
	Job Title: Weatherization Inspector

	FLSA:  Nonexempt
	EEOC Category:  Technicians

	Pay Group: 10
	 


 
Objective:
To assess home energy efficiency and to monitor and follow up on energy conservation work subcontracted through AACOG’s energy and weatherization programs.
Organizational Relationships:
1.      Supervisor: Housing Manager.
2.      Employees Supervised: This is a non-supervisory position.
3.      Other: Has contact with program clients, utility companies, housing agencies, and agency-selected weatherization subcontractors.
General Statement of Duties:
This is a responsible, non-supervisory position which requires oversight of work related to the AACOG weatherization program.  Duties include assessing home energy efficiency and monitoring the quality of weatherization improvements done to clients' homes; ensuring compliance with both the work estimate and Department of Energy guidelines; and following up with clients to assure satisfaction.
Examples of Work:
· Schedules and conducts initial energy audits of single family homes and apartments;

· Prepares preliminary determination of energy measures to install;

· Prepares work estimates on weatherization job (under $3,000);

· Compiles comprehensive cost estimates for each weatherization job of labor and materials costs submitted by subcontractors;

· Enters findings and data into EASY Audit;

· Schedules homes of approved applicants to be weatherized;

· Investigates complaints or problems between clients and subcontractors;

· Reviews statements of work (SOWs) from subcontractors for accuracy and completeness;

· Conducts final home energy audit inspections to ensure compliance with Department of Energy guidelines;

· Monitors subcontractors’ workmanship, including verifying all energy measures in the work estimate were performed and that all materials contained in the invoice were either installed or credited;

· Completes all documentation required by funding agency for client files;

· Determines a weekly schedule of activities for assessments, inspections, and investigations;

· Meets formally with subcontractors on monthly basis to review monthly work progress and reports, and to identify issues;

· Meets with apartment managers or landlords regarding requirements for working on multi-family units or apartments, securing landlord agreements, and determining landlord contribution; and

· Collaborates with area agencies, Public Housing Authorities, City Public Service, and AACOG departments on aging on joint work efforts or referrals.

Required Knowledge, Skills, and Abilities:
Ability to establish and maintain effective working relationships with clients and private contractors; knowledge of the Department of Energy (DOE) programs' regulations, requirements, and procedures; knowledge of building construction and materials; knowledge of home energy saving improvements; basic math skills; good organizational skills; ability to understand and interpret code compliance issues; and ability to communicate effectively orally in both English and Spanish.
Acceptable Experience and Training:
High school graduation or its equivalent plus a Texas EASY Audit Certificate within one year of employment, and three years of related experience in housing construction and/or housing rehabilitation;
OR
Any equivalent combination of experience and training which provides the required knowledge, skills, and abilities.
Certificates and Licenses Required:
Valid Texas driver's license or available alternate means of transportation.
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