
Energy Planner/Analyst 

Review (Revised): August 14, 2017  

(Job #17-23) Administrative Analyst/Specialist II Exempt, Energy Planner/Analyst $4,693ð$7,617/month. 

Appointments are typically made at the beginning of the salary range. This is an exempt, full-time, benefited, posi-

tion with a one-year probationary period in Facilities Management. 

 

Position Summary: Under the supervision of the Director of Sustainability, Energy & Grounds and in col-

laboration with the Department's management team and colleagues across the campus, the incumbent is responsible 

for providing administrative and program leadership as required to identify, prioritize, research, plan, develop, co-

ordinate, and promote energy and utility efficiency projects, initiatives, and activities for University-wide imple-

mentation as well as to research, plan, develop, promote, analyze and coordinate activities and information in mul-

tiple focus areas of campus energy and utility usage, analysis and reporting to meet strategic and unit goals.   

 

Minimum Qualifications: Education and experience equivalent to a Bachelor's degree and/or equivalent 

training.  Equivalent to three years of progressively responsible analytical and/or administrative experience formu-

lating and implementing programs or projects in support of a highly complex organization.  

 

Duties:   

¶ Examines operations in areas such as, but not limited to, electricity, natural gas, water and fuel consumption to 

identify likely areas for energy and cost efficiencies. 

¶ Develops and manages efforts to ensure utility billing is properly accounted for. 

¶ Ensures all utility usage is tracked and reporting requirements achieved.  Reports deficiencies and develops 

recommendations to correct such. 

¶ Assists in the development and management of energy-related funds including development of protocols, pro-

cedures and guidelines to administer such in a manner which achieves reduced utility cost and decreased 

greenhouse gas emissions. 

¶ Supports implementation of the CSU Energy Policy including development and implementation of campus-

based protocols required to ensure adherence to such. 

¶ Leads efforts to develop a multi-year energy project plan focused on achieving strategic plan goals while also 

being primarily funded through outside resources or utility savings. 

¶ Collaborates with others to develop project plans and specifications including pre-project performance metrics, 

technical review of plans, project management and inspection, and post-project performance reporting and 

verification. 

¶ Assists in developing campus standards associated with energy efficiency and best practices for energy man-

agement. 

¶ Assists in developing, implementing and managing energy utilization and efficiency programs, initiatives and 

activities. 

¶ Provides leadership and guidance while working with departments, groups and students to develop, implement 

and manage energy utilization and efficiency programs. 

¶ Researches, prepares and submits relevant grants, upon approval, to enhance and leverage campus funding for 

energy and utility programs, initiatives and activities. 

¶ Advises various students groups focused on energy efficiency including advising and mentoring students in 

associated with energy efficiency project development, technical review, proposal evaluation, and advising 

during the project implementation. 

 

Knowledge, Skills and Abilities:  

¶ Demonstrated experience in principles, problems, and methods of public and business administration and oper-

ational and fiscal management including the ability to understand problems from a broad, interactive, systems 

thinking perspective and discern underlying principles to conceive of and develop strategic solutions. 

¶ Advanced knowledge of energy resource planning, energy management, and energy efficiency project plan-

ning, development and implementation. 

¶ Demonstrated ability to analyze operational and procedural problems and develop, recommend, and evaluate 

proposed solutions using reasoning and judgment as well as an understanding of the impact on other areas. 

(Continued on reverse) 



¶ Demonstrated knowledge of business and financial processes, protocols, and techniques required to success-

fully plan, develop, manage and implement a broad energy project portfolio with limited independent finan-

cial resources available. 

¶ Highly developed analytical skills to complete research and analysis of energy utilization and management, 

to interpret and evaluate results, produce reports and develop projects, programs, initiatives, activities, poli-

cies and procedures which will assist the campus in meeting its energy reduction and greenhouse gas emis-

sion reduction targets. 

¶ Highly developed project management skills to plan, lead, guide and manage the implementation of energy 

projects including knowledge of analytical processes, resource requirements, scheduling, cost estimating and 

related documentation requirements. 

¶ Working knowledge of the California Energy Code and related industry best practices and standard associat-

ed with energy management and energy efficiency projects. 

¶ Working knowledge of sustainability and energy certification programs and rating systems related to facili-

ties operations and development. 

¶ Demonstrated competence and ability to independently research, understand, interpret, develop, communi-

cate and implement regulations, codes, policies, procedures, guidelines and precedents regarding energy re-

source planning, management and projects. 

¶ Ability to research and analyze data and generate reports including skill in identifying, investigating and ana-

lyzing problems that impact success or facilities/energy information. 

¶ Ability to communicate effectively and work harmoniously with a wide variety of individuals directly and 

indirectly involved with assignments. Communication skills must include the ability to use expertise and 

influence as well as persuasion and negotiation tactics to effectively solve problems while achieving goals 

and objectives. 

¶ Ability to recognize and accommodate changing priorities; meet short and long term deadlines/goals; and 

complete routine tasks despite intermittent interruptions. This includes managing multiple tasks and working 

proactively to avoid crisis and backlog. 

¶ Ability to initiate, establish, and foster teamwork by maintaining a positive, cooperative, productive work 

atmosphere while establishing effective working relationships within a diverse population and with those 

from various cultural backgrounds. 

¶ Ability to operationalize sustainability concepts into all aspects of performing job duties 

¶ Developed skills in the use of specialized software systems (energy management systems, project manage-

ment systems, etc.). 

¶ Knowledge of analystical and evaluative processes, resource requirements, scheduling, cost estimating and 

related documentation requirements. 

 
Preferred Qualifications: Bachelor's degree in Engineering, Business Management, Environmental Sci-

ence, Environmental Planning or other relevant program, especially ones designed to explore built environment 

energy use analysis or design, energy and utility management, energy efficiency planning and energy projects. 

Equivalent to three years of progressively responsible work experience involving energy resource planning and/or 

energy efficiency project planning, development and implementation.  

 

 

 


