
 

 
 

 

Job Description 
 
 
Job Title:   Energy Advisor 
 
Reports to:   General Sales Manager 
 
Direct reports:  N/A 
 
Department:  Residential Sales 
 
Date:    August 2018 
 
Working Hours:  37 

    
 

Job Purpose: 
The main purpose of the role is to carry out Energy Audits with domestic properties 
and introducing the concept of switching to Natural Gas.  
 
To promote the benefits of Phoenix Natural Gas to unconnected households within 
the licensed area.  
 
To identify, through cold calling, additional opportunities to promote the benefits of 
Natural Gas. 
 
To respond to inbound and to make outbound telephone calls. 
 
Key Accountabilities: 
 

1. Present and sell the benefits of converting to Natural Gas to potential clients. 

2. Complete a minimum of 6 appointments per day 

3. Be available to work a minimum of 3 evenings per week (last appointment 

20:00pm) 

4. Use Company resources to prepare action plans and identify specific targets 

5. Follow up on new leads and referrals resulting from field activity 

6. Identify sales prospects and contact in a timely fashion. 

7. Develop and maintain sales materials and product knowledge 

8. Establish and maintain current client and potential client relationships 

9. Prepare and submit daily paperwork to a high standard. 

10.  Identify and resolve customer concerns 



 

 
 

 

11.  Record and submit accurate daily activity. 

12.  Communicate new opportunities and provide feedback to appropriate 

company staff 

13.  Participate in marketing events such as trade shows, field canvassing, 

telemarketing etc. 

14.  Have a professional appearance and portray a positive image of the 

Company. 

 
 
Generic Accountabilities:  
 
1. Establish, develop and maintain effective working relationships with all work 

colleagues, contractors and partnering agencies to ensure an integrated 
contribution to PNG’s corporate objectives. 
 

2. Observe and comply with policies and procedures for Health and Safety at Work 
and observe and continually promote equal opportunities and customer care in 
compliance with organisational aims and objectives. 

 
3. Participate in learning and development activities that develop personal 

effectiveness and assist in improving performance in the role. 
 
4. Undertake any other duties as may reasonably be required in line with the level of 

responsibility of the post and in order to meet the changing needs of the 
organisation.  
 
 

This is an overview of the job as it is presently constructed. This will be periodically 
reviewed and updated to ensure that the job description fully reflects the level of 
duties and responsibilities required of the post holder.  The post holder and line 
manager will be included in any discussions to update the job description and it is our 
aim to reach agreement on reasonable changes, but if agreement is not possible 
Phoenix Natural Gas Ltd reserves the right to insist on changes to your job 
description after consultation with you. 



 

 
 

 

Person Specification 

 
Energy Advisor 
 
Section Criteria 

(Essential/ Desirable) 
Assessment 
method - 
application form/ 
interview etc 

Education, 
qualifications and 
training 

Essential 

 Applicants must possess a full valid driving 
licence and counterpart 

 

 
Application form 

Experience  
 

Desirable 

 Experience of working in a field sales role 
 
 

 
Application form,  
Interview 

Job skills, 
knowledge and 
abilities 

Essential 

 Candidates must be flexible with their working 
hours as the successful candidate will be required 
to carry out appointments most suitable to the 
business and customer e.g. evenings 

 Candidates must possess a positive, enthusiastic 
and industrious approach to the role 

 Excellent communication skills combined with 
strong IT and administration skills are required. 
 
 

 

 
Application form, 
Interview,  

 
This job description is designed to outline the main duties and responsibilities 
associated with the post, but is not intended to be an exhaustive list of duties 
performed.   


