Job Description VITAL

Job Title: Energy Solutions Apprentice

Responsible to: | Commercial Development Manager

Staff Budgets
Responsible for:
None None

Job Purpose:

Vital Energi is undergoing significant growth to meet the increasing demand for energy-saving
and low-carbon energy projects for both public- and private-sector clients. We’re seeking
motivated and talented individuals with an interest in the energy sector to join us on our

journey to reduce carbon emissions.

To assist with the efficient and effective operation of the Solutions function within the
Company, we’re seeking an Apprentice to join our team. This apprenticeship offers the
opportunity to join a fast-growing energy sector and gain practical skills and experience
whilst working on real energy projects.

The successful candidate will work towards a Level 3 Energy Management qualification, to

support the building of skills as part of our team.

Key Accountabilities /Main Duties:

e Apply existing and develop new IT skills to draft documents and presentations on
particular topics

e Take notes in meetings and build your knowledge to support discussions

e Review energy data (energy bills, meter readings etc.) to assist with project
development

e Sense-check and validate energy information to help ensure our projects are operating
efficiently

e Take part in site surveys to take photographs, meter readings and notes in support of

project development and operation
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e Conduct independent research into energy technologies or regulations
e Ensure all work activities are delivered in an effective, professional, and courteous
manner

e Be available for any training requirement requested by the business

Education/ Qualifications:

e GCSE Maths & English Grade 5 or above

Core/ Technical/ Safety Competencies:

Personal Qualities

¢ Interest in energy technologies

e Strong work ethic

e Positive contributor in team environments
Technical Competencies

e |T skills, particularly familiarity with Microsoft Office (Word, Excel, PowerPoint)
General Competencies

Communication

e Good oral and written communication skills

e Summarise information to check that people understand it

¢ Help develop and maintain effective working relationships with internal and external
customers

Problem Solving

¢ |dentify patterns and anomalies and the reasons behind them
¢ I|dentify how and where to get information

Personal Responsibility

e Ensure all your activities contribute to the achievement of Vital Energi’s vision
e Escalate any issues of concern to your manager
Resilience
e Show reliability and resilience, even in difficult circumstances
¢ Remain focused in a fast-paced environment

Customer Focus

e Present an appropriate image to the public and other organisations
e Keep customers updated on progress
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