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Town of Hartford, Vermont
Energy Coordinator

Job Description

FLSA Designation: Non-Exempt/Full-time Pay Classification: Grade 17
Department: Planning and Development

Nature and Scope of Position
The Energy Coordinator for the Town of Hartford will have primary responsibility for the 
development and management of the Town’s Energy Planning and Implementation Program for the 
municipality and the community at large. This includes reducing energy consumption and overall 
costs, strengthening reliability, resiliency and sustainability of energy infrastructure, employing new 
technologies and best practices, contributing to a cleaner environment and enhancing the quality of 
life for Hartford residents and businesses.

Supervision Received
This position reports directly to the Director of the Department of Planning and Development.

Essential Job Functions
The following is a list of the more common duties and responsibilities attributable to the position.
This list is not all-inclusive and may be amended from time to time as circumstances may dictate.

 Implement and monitor the Town’s five-year Energy Action Plan, and Comprehensive Energy 
Plan aimed at building a more sustainable community through reducing Town government and 
community energy consumption, energy costs and carbon footprint.

 Serve as the point of contact to all Town departments on achieving energy efficiencies and 
conservation by providing guidance on improvements to Town facilities, equipment and product 
purchasing, vehicle use, and daily operations.

 Oversee Town consultants and contractors for energy audits, energy conservation projects and 
installation of renewable energy projects on Town properties. Solicit, review and negotiate bids, 
contracts and price quotes.

 Provide primary staff support to the Hartford Energy Commission, including staffing meetings, 
facilitating implementation of the Commission's work program, and providing guidance on local, 
regional and state energy and other relevant programs, policies and procedures. 

 Develop and monitor the municipality’s annual energy program budget; identify and secure 
outside public and private funding.

 Conduct a comprehensive greenhouse gas inventory for the Town and its municipal buildings.

 Develop and build on existing educational programs and marketing outreach initiatives to expand 
renewable energy and energy conservation by town residents, businesses and property owners.

 Coordinate with the Schools, and Selectboard appointed Boards, Commissions and Committees, 
on activities and projects related to the Town's Energy Plan initiatives.

 Serve as the Town's point of contact on energy related issues at the local, regional and state 
levels.

 Review applications submitted to the Zoning Board of Adjustments and Planning Commission for
energy conservation opportunities.

 Implement and update the energy section of the Town Master Plan.

 Implement and update the energy section of the Town website and files for the Energy Program.

 Develop and present reports to the Hartford Selectboard.
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 Collect and manage data and document the Town’s Energy Program achievements.

 Perform other duties as assigned.

Requirements of Work

 Maintain a typical work schedule of 40 hours per week, periodically adjusting the time and 
number of hours to meet the needs of the program.

 Fill in for other staff as necessary.
 Attend meetings, classes, and trainings as approved by supervisor.
 Communicate regularly with supervisor and co-workers on all work-related topics.
 Understand, observe and comply with all Town and Departmental policies, procedures and 

protocols when performing job duties.
 Periodic travel within the region and state for a variety of activities, and site visits to properties in 

Town to observe or monitor energy projects.
 Valid driver's license and record of safe driving.

Required Training, Experience, Knowledge, Skills, and Abilities

 Bachelor’s degree from an accredited college or university in Building Sciences, Mechanical 
Engineering, Planning, Environmental Science, Environmental Engineering, Architecture, 
Engineering Technology, Renewable Energy or related field.  Equivalent years of relevant 
experience may be substituted for education. 

 Additional experience in the energy or sustainability field.

 Experience working with local, regional or state government and community agencies and 
organizations.

 Strong computer skills proficiency in Microsoft Office software including Excel, Word and 
Outlook, and ability to work with customized software.

 Communicate effectively and appropriately in written and oral form in an efficient and timely 
manner.

 Ability to organize, prioritize and manage work assignments in an efficient manner.

 Ability to work independently, cooperatively and effectively with the public, staff and volunteers.

 Ability to learn application of new technologies as needed.

 Ability to function as an effective team member with co-workers and the community to build 
productive, collaborative relationships to achieve program goals and objectives.

 Ability to deal with stressful situations.

Desired Training, Experience, Knowledge, Skills, and Abilities

 Post-graduate coursework or Master’s degree from an accredited institution in Building Sciences, 
Mechanical Engineering, Planning, Environmental Science, Environmental Engineering, 
Architecture, Engineering Technology, Renewable Energy or related field.

 Knowledge of regional, state, and federal laws, rules and regulations related to energy.

 Certified Energy Manager Accreditation, Business Energy Professional, building Performance 
Institute Certified, or equivalent.

 Experience in heating, ventilating, and air conditioning systems (HVAC); lighting systems; and
operation of utility systems.

 Experience with energy audits, building sciences, deep energy retrofits, renewable energy 
technology applications, passive house design certifications, and other equivalent high 
performance building experience.
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Special Requirements

 Pass background check

 Pass post-offer/pre-employment physical and drug test

 12-month probation period

A.D.A. Requirements

 This job requires the ability to traverse irregular terrain periodically.

 This job requires the ability to see, whether naturally or with vision correction tools (glasses, 
contacts). 

 This job requires the ability to hear, whether naturally or with hearing correction tools (hearing 
aid) in order to communicate with co-worker/supervisors/customers.

 This job requires the ability to communicate verbally with co-workers and the public.

 This job requires the ability to lift and carry a minimum of five pounds.

 This job requires the ability to reach at or above shoulder height.

 This job requires the ability to bend, twist, crawl, squat, kneel, crouch, climb and balance 
periodically.

Nothing in this job description restricts management’s right to assign or reassign duties and
responsibilities to this job at any time.

By signing below, I, ___________________________, acknowledge that I have read and understand 
this job description.  If at any time I feel that I am not able to complete safely any of these duties, I 
will immediately inform my supervisor.




