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VERMONT ENERGY
INVESTMENT CORPORATION




Customer Support 
INTERN
 Reports to:  Customer Support Staff Manager
Department: Customer Support
  
JOB SUMMARY: (What is done and why.)
This position will be responsible for assisting internal and external customers by providing information on how best to reduce energy use and carbon emissions. Applies knowledge of efficiency and conservation practices in the fields of electricity, heating, and process fuels.  Refers customers to related federal, state, municipal, public, private and non-profit programs and services.  Research assistance on meter loan program.
ESSENTIAL FUNCTIONS: (Majority of duties, but not meant to be all-inclusive nor prevent other duties from being assigned as necessary.)

1. Performs duties as energy educator responding to incoming callers on the Efficiency Vermont telephone line and by email.

2. Works as a team player assisting with general workflow, calls and assigned tasks.

3. Enters appropriate data into the company’s technical and customer databases, tracks and records nature of incoming calls and emails. 

4. Ensures inquiries requiring follow-up are well-researched, documented and referred for response according to departmental standards.

5. Assists with Customer Communications and Feedback reporting.

6. Provides customer education and initiates processes relative to meter loan services and is responsible for meter loan follow-up as required.

7. Conducts research project on meter loan to determine future use and impact. 

8. Works with customers to process rebate/incentive applications and prescriptive forms. 

 KNOWLEDGE AND EXPERIENCE: (Minimum education, experience, technical and communication skill levels and licenses/certificates normally required to perform the duties of this position.)
1. Strong personal commitment to the mission, vision, goals and values of VEIC.

2. Basic knowledge of energy efficiency and conservation practices.
3. Research experience and ability to seek out resources internally and externally.
4. Computer literacy in Excel, Word, Access, database queries and internet searches.  
5. Demonstrated ability to be organized, detail-oriented, accurate, and able to handle multiple tasks and competing priorities in a dynamic and fast paced environment.
6. Ability to communicate and present information clearly and effectively in-person and through phone, email, and social media. 
7. Strong interpersonal skills and ability to work independently with minimal supervision, and as part of a team.
WORKING CONDITIONS: (Typical working conditions associated with this type of work and environmental hazards, if any, that may be encountered in performing the duties of this position.)

Internal- Work is normally performed in climate controlled office environment, where exposure to conditions of extreme heat/cold, poor ventilation, fumes and gases is very limited. Noise level is moderate and includes sounds of normal office equipment (computers, telephones, etc.).  No known environmental hazards are encountered in normal performance of job duties. 

External- Normal functions do not routinely require travel.  

PHYSICAL DEMANDS: (The physical effort generally associated with this position.)
Work involves standing and walking for brief periods of time, but most duties are performed from a seated position. There is potential for eye strain from reading detailed materials and computer screen. Deadlines, workloads during peak periods and changing priorities may cause increased stress levels. Work may include occasional pushing, pulling, or carrying objects weighing up to 40 pounds such as files, documents, and computer printouts. Work normally requires finger dexterity and eye-hand coordination to operate computer keyboards at a moderate skill level. Repetitive motion injuries may occur. Company will provide adaptive devices as needed.

SCHEDULE
    Approximately 37.5 hours per week for 10 weeks
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