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ENERGY EFFICIENCY COORDINATOR
If you are looking for a role in an organization that makes a significant difference in people’s lives, come join us at Quincy Community Action Programs, Inc. (QCAP)!
We are a not-for-profit community action agency serving over 31,000 people in Quincy, Weymouth, Braintree, Milton, Randolph, and in over 80 communities in Norfolk County, the South Shore, and Metro Boston. Our mission is through partnerships, community engagement, and advocacy for racial, social, and economic justice, we provide pathways to assist families and individuals from diverse backgrounds in their efforts to realize economic opportunity and create meaningful connections to improve the quality of their lives.
To achieve our mission, we provide a wide range of programs for low- and moderate-income residents, including Adult Education & Workforce Development, Financial REACH Center, Head Start Early Childhood Education & Care, Energy Programs, Child Care Resource & Referral, Food & Nutrition Programs, and Housing Programs.

Position Overview:  

[bookmark: _Hlk148083219]Working under the guidance of the Energy Program Director, manage the daily operations of all the Energy Efficiency Programs insuring that programs meet all contractual obligations.  Perform Quality Control site visits, heating system inspections and audits as needed, respond to emergency needs of clients, and complete related program administrative duties. Supervise energy efficiency staff.


Position Responsibilities:

· [bookmark: _Hlk148083232]Responsible for compliance with all Energy Efficiency contracts, program production goals, and program guidelines and regulations.
· Oversee selection of clients for eligibility in all Weatherization, Heating Emergency Assistance Retrofit Task Weatherization Assistance Program, Appliance Management Program, utility sponsored programs.
· Evaluate all weatherization audits and heating system proposals, and approve measures and costs to be completed.
· Perform Quality Control inspections, heating system inspections, and audits as needed.  Ensure appropriate inspection reports are completed in accordance with program requirements.
· Approve vendor invoices for payment and assure check requests are prepared for Energy Program Director approval.
· Monitor and improve contractor performance, including conducting follow-up as required to ensure that all jobs are completed according to contractual standards.
· Oversee and manage all program record keeping and data entry to ensure compliance with funding source and QCAP contracts and guidelines.  
· Supervise Energy Efficiency Specialists.
· Responding to emergency situations to meet clients’ needs.


Qualifications/Skills:

· [bookmark: _Hlk148083260]High school diploma or equivalent and 1 year of education beyond high school.
· Minimum of three years related work experience including supervisory experience.
· [bookmark: _Hlk148082782]Must be DOE Certified Energy Auditor, Quality Control Inspector (QCI) Certified and have OSHA-10 certification. Oil Burner Technician certification preferred.
· Ability to understand and analyze complex government regulations and guidelines.
· Demonstrated ability to stay current with industry innovations and advances in energy efficiency technology.
· Commitment to and ability to work on behalf of low-income customers.
· Strong knowledge of and experience with heating system and energy conservation measures and materials.
· Excellent communication, organizational, customer service, and interpersonal skills, including the ability to communicate technical and program information to people of all income and education levels.
· Ability to effectively use MS Office software applications including MS Word and Excel and customized software.
· Valid Massachusetts drivers’ license and reliable transportation required.


PHYSICAL DEMANDS:

[bookmark: _Hlk148083284]The physical demands described here are representative of those that must be met by the 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 duties of this job, the employee is regularly required to sit, stand, walk, talk and hear. Performing home inspections also requires the ability to bend, kneel, crouch, crawl as well as climb and descend stairs and ladders. Ability to lift 50 pounds unassisted. Specific vision abilities required by this job include close vision, use of computers and paperwork. Ability to work in attics and other confined spaces.




Excellent Benefits
Send cover letter with resume to:  JOBS@QCAP.ORG
Or mail to: Human Resources
Quincy Community Action Programs, Inc. 1509 Hancock St, Quincy, MA 02169

QCAP seeks a diverse workforce and is an Equal Opportunity Employer




