Lorain County Community Action Agency

Position Description

Position:

SCHEDULER (ENERGY COORDINATOR)
Department:

Housing Services
Supervisor:

Director of Housing Services
Responsibilities:  Responsible for all scheduling of weatherization customers for pre-inspection, initial inspections and final inspections. Will handle all data entry and maintenance of customer files. Will handle all purchase orders and tracking of expenses. Completes monthly reporting and maintains work and production logs.
Essential Job Functions:

· Analyze production for deviations and issues preventing achievement of planned production;

· Answer and respond to incoming weatherization scheduling calls;

· Assist in preparing month-end reports using Ohio’s OCEAN system;

· Assist with writing and uploading programs’ annual grant plans; 
· Assists with interpreting federal, state, and local regulations and guidelines to ensure program compliance;

· Ensure client files are maintained in compliance with reporting and auditing requirements of the funding sources;

· File completed client applications and maintain program’s filing system;

· Maintain confidential information and client files, including data entry and duplication;

· Perform data entry, create and print memos, correspondence, reports, and other documents as necessary;

· Perform general clerical support functions including filing, copying, faxing, typing, processing applications and data entry;

· Perform intake and review of applications for Weatherization and related programs ensuring all applications are complete and income eligible;
· Responsible for general effectiveness, efficiency, and achievement of production goals through planning and coordinating of contracted work to achieve monthly and annual program goals;

· Prepares purchase orders;

· Schedules pre-inspection, initial inspection and final inspection appointments with customers;

· Tracks productions and maintains logs;

· Attend meetings, workshops, and seminars as requested;

· Other duties as assigned by the Director of Housing Services;
· Abides by all applicable Agency rules and regulations.
Qualifications:  High school diploma required, AA degree or some college preferred. Computer proficiency in Excel and other Microsoft programs. Proficiency with web-based systems. Minimum one to two years’ experience in analyzing, interpreting, and implementing data in various formats. Weatherization and construction knowledge helpful.
Knowledge/Skills/Abilities:  

· Ability to analyze, interpret and delineate information from diverse sources for use as needed;

· Ability to communicate information and utilize data as necessary;
· Ability to follow program guidelines;

· Accurate work performance and attention to detail;
· Adapt easily to competing demands and work projects;

· Computer proficiency;
· Exhibits resourcefulness and initiative in planning, organizing, and executing required tasks.

Pay Grade: 8
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