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   Job Role/Description 


	Job Details

	Job Title
	Home Energy Adviser (temporary to 31st March 2028)
	Report to:
	Advice and Projects Manager

	Department
	Housing Management – Advice Team
	Date Created
	April 2026

	Grade
	EVH Grade 6
	Last Review Date
	New Post

	Points 
	PA17 to PA20

	Salary
	£36,517 to £39,921

	Job Summary – Money Adviser

	Funded by the Energy Redress Fund, the overall purpose of the job is to provide an effective and efficient advice service, focussing on Fuel Poverty and energy use within the home, to the tenants, factored owners and wider communities served by six Housing Associations within Renfrewshire and East Renfrewshire.
We are looking for a motivated and organised individual who will uphold and promote Paisley Housing Association’s vision, mission, and values. You will contribute to creating a “Safe, Happy, Healthy and Thriving Community” by supporting a wide range of corporate functions and helping the organisation deliver excellent services.
The Home Energy Adviser will assist clients with billing issues and ensuring the client is making the most of their energy usage by offering advice, advocacy, support and education. The HEA will work closely with other members of the teams of all six Housing Associations including other advice workers to maximise support to those who find themselves in a financially vulnerable position.

Although this job will be based from Paisley Housing Association’s office, there will be a requirement for weekly outreach activities at other Housing Associations and in other Community settings with the potential for working from home in line with any Hybrid Working arrangements in place, as agreed with line manager. 

Delivery will primarily be via home visits and face to face appointments, but will utilise all methods of communication e.g. phone, email, letter and virtual appointments.
 
All employees of Paisley Housing Association are required to work in line with our values, Code of Conduct, and organisational policies. A commitment to equality, confidentiality, and compliance with GDPR and Freedom of Information legislation is essential.


	Our Strategic Direction – Vision and Mission

	Paisley Housing Association Core Vision:

· Integrity – We are open, honest and accountable
· Respect – We offer tolerance and compassion
· Positive – We have a can-do attitude 
· Community – We are community – focused and collaborative 

Our Vision 

· Our vision for the future sets out what we are ultimately working towards, namely;

A Safe, Happy, Healthy and Thriving Community

Our Mission

· Our mission sets our purpose and explains why we exist;

To Be a Sustainable, Innovative and Inclusive Community-Led Organisation

What does this mean for the postholder:
1. You will demonstrate an awareness and understanding of your role and your place in the team and take responsibility for your actions.  
2. You will seek advice and support appropriately from colleagues and line manager.
3. You will be self-motivated, positive and supportive of your colleagues.
4. You will demonstrate integrity, respect, honesty, and professionalism across all areas of your job.
5. You will take responsibility for your development and performance, keeping up to date with new processes and information.  
6. You will be able to identify training and learning opportunities.


	Position in the Organisation 

	The Home Energy Adviser will be part of our Advice Team, which is managed by the Advice and Projects Manager. Day to day operational supervision will be provided by the Home Energy Advice Coordinator.


	Job Outputs

	Role Output
	Includes the requirement to

	Service delivery
	The Home Energy Adviser will:
· Deliver an inclusive advice service to people living within the Association’s communities.  
· Actively contribute to the development of relevant policies and procedures.
· Conduct staff training and awareness sessions.
· Conducting face to face appointments through outreach sessions and home visits on behalf of six Housing Associations and at wider community settings.
· Conducting group sessions based at Paisley HAs Hub to promote efficient usage of energy and encourage savings on utility bills.
· Conducting Home Energy audits to identify ways for clients to reduce expenditure on gas and electricity usage.
· Deliver customer service in accordance with the Association’s Customer Service Policy 
· Deliver an advice service which is inclusive to all vulnerable people living within the Association’s communities.  
· Make referrals to other Association staff in relation to arising Housing or Repairs issues.
· Signpost or make referrals to external organisations for other support required (e.g. Occupational Therapy, Debt Advice and Mental Health Support)
· Any other duties as reasonably requested by line manager


	Casework
	The Home Energy Adviser will:
· Act as the first point of contact for Energy Advice cases.
· Managing energy advice cases from initial contact to completion, or escalation to Energy Ombudsman.
· Maintaining high casework standards meeting the requirements for  accreditation with Scottish National Standards (SNSIAP) and Financial Conduct Authority (FCA) Accreditation.
· Assist clients in debt to their energy suppliers to resolve this by applying for grants, negotiating with suppliers and access further debt advice.
· Assist clients to identify and access the optimum methods of paying for their energy and assisting to resolve issues with their suppliers.
· Assist clients to understand their energy bill and tariff, and where appropriate change providers or tariffs.
· In the case of factored owners, assist clients to access grant funding to access appliances which improve energy efficiency.
· Work closely with our Energywise project in relation to Debt or Income Maximisation issues.
· Provision of accurate energy advice and assist at all levels including complaints to the energy ombudsman, where appropriate, under the guidance of the Home Energy Advice Co-ordinator.
· Identify where other advice is appropriate and make referrals for specialist benefits and energy advice, using the appropriate escalation routes within the relevant Association.
· Assisting customers in completing applications for any grants that may be appropriate.
· Maintain accurate records for all cases using Advice Pro case management system, including the recording of financial and non-financial outcomes. Additional case management may be required on the relevant Housing systems at the respective Associations.
· Process referrals from tenants, factored owners, household members and Association staff for clients seeking income maximisation and benefits advice.
· Maintain accurate case records, including recording of all customer communications and permissions regarding information provided in accordance with GDPR. 
· Manage communications with any relevant organisations (e.g. energy providers)
· Undertake case conferences with line manager.
· Update Housing Management staff on outcomes for referred customers and update the housing management system on engagement and outcomes.
· Assist in the delivery of any projects associated with Advice Services, including making decision on eligibility for any Crisis Schemes, in line with relevant procedures.
· Provide regular reports to the line manager on uptake of service and outcomes. 
· Contribute to the evaluation of the Advice Services and any associated projects, as required by line manager.


	Other duties
	The Home Energy Adviser will:
· File any paperwork generated through undertaking tasks
· Act as point of contact for enquiries regarding housing services provided by the Association
· Keep up to date with legislation and good practice in respect to delivering a quality housing service to our customers 
· Carry out training as necessary to comply with legislation and good practice
· Represent the Association at conferences, training, seminars, open days as requested by the Director. 
· Adhere to the Data Protection Act 1998 in dealing with all enquiries relating to tasks undertaken
· Comply with all  Health & Safety at work policies and procedures and guidelines


	Complaints
	The Home Energy Adviser will record & action stage 1 complaints as required



	Key Relationships
	

	Who?
	Why?

	Advice and Projects Manager 
	Manager of service – will support you to assist the team and will provide guidance and direction.  


	Home Energy Advice Coordinator
	Key team colleague.  They will provide day to day operational support and guidance in terms of service delivery


	Home Energy Adviser
	Key colleague who will share duties with the staff member appointed

	Money Advice Coordinator/Adviser
	Colleagues within the Advice Team who will work closely with the Home Energy Adviser to provide a holistic advice service to our tenants and communities.

	Housing Management Team
	Colleagues with housing management experience who have key relationships with our customers  

	Asset Management Team
	Colleagues with key experience in repairs, health and safety, compliance and key relationships with our customers

	Reception and Community Events/Initiatives 
	Key partners in delivering front facing reception service and delivering our community event/initiatives projects 


	External Agencies/Third Sector Partners
	To assist the Association to develop partnerships that benefit our staff and communities. 





2

image1.jpeg




