Lorain County Community Action Agency
Position Description
Position:

HWAP ESTIMATOR/INSPECTOR

Department:  
            Housing
Supervisor:

Director Housing 
Responsibilities:  Performs comprehensive initial/final HWAP inspections while insuring the quality of work performed is completed in accordance with O.D.S.A. program and other funding source guidelines. 
Essential Job Functions:

· Responsible for the initial inspection of selected homes in accordance with the State of Ohio Weatherization Program Standards (WPS);
· Performs diagnostic testing and performs accurate and complete analysis of the homes combustion appliances; 

· Analyzes weatherization work and determines procedures, quantity, type and cost of materials and labor along with the approximate duration to complete the process;
· Provides consumer energy education to Weatherization clients; 

· Completes necessary reporting forms and client/Agency records;

· Assists supervisor in the ordering of materials and picks up supplies as requested;
· Performs final inspection of homes in accordance with State of Ohio Weatherization Program Standards and signs off on completed jobs; 

· Travels as necessary for attendance at workshops, meetings, and seminars for fulfillment of regulations;
· Prepares reports, purchase orders, check requests, authorizations and monthly reports for signature;

· Assists in the processing and submitting HWAP Monthly Production Report (MPR) to Ohio Development Services Agency (ODSA) using OCEAN and Weathertite computer programs;

· Provides general support to the Energy Coordinator;
· Serves as liaison to contractors and Utility Energy Program Providers.

· Other duties as assigned by supervisor; 
· Abides by all applicable Agency rules and regulations.
Qualifications: A High School diploma or equivalent is required. Valid Ohio driver’s license and reliable transportation is required and must be insurable under Agency carrier. 
State certification in all required classes concerning estimating and inspecting of homes is required. A minimum of three years experience in home weatherization and/or construction trades is preferred. 
Knowledge/Skills/Abilities:  Fundamental skills must include planning, scheduling, math, and written and oral communications. Work habits should include: the ability to take initiative, strong attention to detail, and desire to see projects to completion. Must be proficient with Microsoft Excel, Microsoft Word, any kind of client data software. Must also demonstrate knowledge of weatherization-energy programs and compliance, record keeping, and the ability to work independently.  Must demonstrate general knowledge in carpentry, construction and basic weatherization materials.  Must be available to work outside of normal business hours to meet deadlines when necessary. Must be able to work with and be sensitive to the needs of low income, elderly, handicapped and minority residents.

Pay Grade: 7
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