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	Service title
	Data Analyst

	Definition
	Service support to Energy Reduction Services and Key Accounts

	Reports to
	Head Of Energy Services


Service Summary
This service has the responsibility for delivering important energy control and reduction targets to high profile key accounts.
Key Responsibilities
1. To deliver energy reduction services as previously agreed with key clients.
2. To support account managers on achieving defined goals with their clients.
3. To maintain and enhance a strong working relationship between ECA and its client.
Duties and responsibilities
· Analysis and report on key targets from client data.

· Telephone client sites based on data alarms on a daily bases.
· Determine the number of sites which require calling, this will be a varying number but could be more than 20 per day. 
· Accurately collate telephone activity logs ready for weekly client summery reporting.

· Create and distribute performance summery reports both internally in support to account managers and externally to the client.
· Identify sales opportunities and pass leads to the internal Sales Team.
· Effective and proactive handling of queries relating to data receipt, coverage, processing & validation and for communicating the progress of specific queries to the client, suppliers, solution providers and account managers as required.

· Facilitate effective portfolio management of site additions and removals.
· Accurately import and validate client data, such as invoice’s, meter readings and profile data within ECA systems.
General
· You will be working as part of a team.

· Adhere to all company processes and procedures in line with our quality management system.
· Ensure outstanding customer service is delivered to our clients.

· Manage client issues effectively and to resolution.
· ECA encourage and appreciate the development and continuous improvement in current work methods and processes.
· Training and support will be provided and supported by senior management.
· Support and assistance may be required by managers, for which you will make yourself available wherever possible.

· Plus all other duties as assigned appropriate to the development of the role and the individual.
Qualifications and General Attributes
Specific formal Qualifications are not required; however the following are considered key assets for the role:
· Strong knowledge of MS Excel
· Strong knowledge of MS Word
· Working knowledge MS Outlook
· Polite and professional in both appearance and manner.

· Self motivated.
· Comfortable making and receiving phone calls.

· Thorough, diligent and with an eye for detail.
· Strong analytical and problem solving skills.
· Excellent planning, organisation and time management skills.
· Ability to accurately calculate and process information quickly.
· Ability to work under pressure and meet deadlines.
· Understanding of the need for accurate information systems.
Time Expectations
Flexible working hours with initial expectations of 5 days minimum/month of on –site activity
Direct reports
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