JOB OPENING

Job Title: Temporary Energy Assistance Specialist
Hours: 30-36 hours/week; Anticipated end date May 2024
Closes: 5:00 pm, Wednesday, January 24, 2024

Department: Energy Program

Location: Job is located at 2229 5 Avenue
Please turn in applications at the front desk.

Special Information: This is a temporary position therefor the applicant does not qualify for benefits.

MAJOR RESPONSIBILITIES:

1. Assess and address immediate client needs, make referrals as appropriate in person and by
telephone responding promptly and tactfully to the demands of the high volume of walk-ins,
phone calls, and deadlines.

2. Assist clients with all energy-related applications including the agency central intake. Assistance
may include home visits to clients with limited transportation or mobility due to disabilities.

3. Determine eligibility and notify households of various energy programs. Notify applicants of
right to a fair hearing.

4. Assist applicants to accurately determine income eligibility according to guidelines and

procedures

Check, verify and electronically enter all information in the data base system

Maintain orderly and accurate client and program files. Participate in internal quality control.

Educate clients on home safety, conservation measures, and resources.

Responsible for creating PowerPoint slides and making public presentations.

Order and maintain office inventory for client promotional items.

10. Determine proper program codes for mailing and supply ordering.

11. Travel three counties, Blaine, Hill and Liberty, including Rocky Boy Reservation and Fort Belknap
Reservations for outreach events and home visits.
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ADDITIONAL RESPONSIBILITIES:

1. Facilitate community advisory committee for Energy Share program. Recruit and orient all
members. Coordinate meetings, process applications.

2. Coordinate community education forums regarding all energy programs

3. Maintain and determine eligibility applications for Hill County Electric & Big Flat Electric
programs. Including budget assessment.

4. Input and verify electronic data base information for all HCE & BFE applicants.

5. Attend trainings including but not limited to MYSTIC and CDS data systems and LIEAP and
Energy Share of Montana roundtables

6. Create newsletter articles, web page submissions, maintain Energy Program information on
agency Facebook page, brochures, and other written materials informing the public about the
HRDC energy programs.



7. Assist Program Director with board reports.

8. Establish and monitor procedures for accurate record keeping (Microsoft Excel)
9. Ensure security, integrity and confidentiality of all client files/records

10. Assist households with hazardous or potentially hazardous home energy crises.
11. Other duties as assigned by Energy LIEAP Program Director.

MINIMUM QUALIFICATIONS:

1. High school diploma or high school equivalency and minimum of two years’ experience in
administrative assistance or office management with complex duties including information
management and customer relations.

2. Must attend Low Income Energy Assistance Program Policy Training and Central Database
System Training within first year of employment.

3. Must be able to conduct home visits.

4. Must possess a valid Montana driver’s license and vehicle liability insurance, must have a good
driving record and meet insurability requirements for agency automobile insurance policy.

Starting Wage: Grade 13 $18.18 per hour
PLEASE SUBMIT:

1. Aletter of interest stating your qualifications for the position,
2. Current resume,

3. Asigned job description, and
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. If you have never filled out an Agency Application before (for example a volunteer), please complete
one and sign.






























