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Board of Directors Special* Meeting 

Wednesday, August 10, 2016 

7:00 pm 

 

Cupertino Community Hall 

10350 Torre Avenue 

Cupertino, CA 

 
 

REVISED AGENDA 

Call to Order 

Roll Call 

Public Comment on Closed Session - CANCELED 

The public may provide comments regarding the Closed Session item(s) just prior to the Board 

beginning the Closed Session. Closed Sessions are not open to the public. 

Convene to Closed Session - CANCELED 

Conference with Real Property Negotiators 

Property: 150 Matilda Place, Suite 100, Sunnyvale, CA 94086 

Agency Negotiator: Tom Habashi, CEO 

Negotiating Party: SPF Matilda, LLC 

Under Negotiation: Price and terms of payment for office lease 

Report from Closed Session - CANCELED 

Public Comment on Matters Not Listed on the Agenda 

The public may provide comments on any item not on the Agenda.  Speakers are limited to 3 

minutes each. 

Consent Calendar (Action) 

1a) Approve Minutes of the July 13, 2016, Board of Directors Meeting 



  

 

Page 2 of 2 
 

Pursuant to the Americans with Disabilities Act, if you need special assistance in this meeting, please contact the Clerk for 

the Authority at (408) 730-7483.  Notification 48 hours prior to the meeting will enable the Authority to make reasonable 

arrangements to ensure accessibility to this meeting. (28 CFR 35.105 ADA Title II). 

Rod Sinks, Chair 

City of Cupertino 

Rob Rennie, Vice Chair 

Town of Los Gatos 

Liz Gibbons 

City of Campbell 

Daniel Harney 

City of Gilroy 

Jeannie Bruins 

City of Los Altos 

John Harpootlian 

Town of Los Altos Hills 

Burton Craig 

City of Monte Sereno 

Steve Tate 

City of Morgan Hill 

John McAlister 

City of Mountain View 

Joe Simitian 

County of Santa Clara 

Howard Miller 

City of Saratoga 

Jim Griffith 

City of Sunnyvale 

 

svcleanenergy.org 

505 W Olive Avenue 

Suite 130 

Sunnyvale, CA, 94086 

Regular Calendar 

2) Executive Committee Report (Discussion) 

3) CEO Report (Discussion) 

4) Discussion of Office Lease and Authorization to Chief Executive Officer to 

Negotiate and Execute Lease Agreement (Action) - ITEM CANCELED 

5) Adopt Resolution Approving SVCEA Organizational Structure, Job 

Classifications and Salary Schedule (Action) 

6) Update on Banking and Credit Services (Discussion) 

Board Member Announcements 

Adjourn 

 

* This is a special meeting of the Board of Directors to replace the regular meeting due to a 

change in meeting location. 
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Silicon Valley Clean Energy Authority 

Board of Directors Meeting 

Wednesday, July 13, 2016 

7:00 pm 

Cupertino Community Hall 

10350 Torre Avenue 

Cupertino, CA 

 
DRAFT MINUTES 

Call to Order 
 
Chair Sinks called the meeting to order at 7:02 p.m. 
 
Roll Call 
 
Present: 
Chair Rod Sinks, City of Cupertino 
Vice Chair Rob Rennie, Town of Los Gatos (arrived at 7:11 p.m.) 
Director Jeannie Bruins, City of Los Altos 
Director John Harpootlian, Town of Los Altos Hills  
Director Burton Craig, City of Monte Sereno 
Director Steve Tate, City of Morgan Hill 
Director John McAlister, City of Mountain View 
Director Joe Simitian, County of Santa Clara 
Alternate Director Emily Lo, City of Saratoga 
Alternate Director Tara Martin-Milius, City of Sunnyvale  
Director Liz Gibbons, City of Campbell 
Director Daniel Harney, City of Gilroy 
 
Absent: 
None. 
 
Public Comment on Matters Not Listed on the Agenda 
 
None. 
 
Consent Calendar 
 
MOTION: Director Bruins moved and Director Craig seconded the motion to approve the Consent 
Calendar.  
The motion carried unanimously with Vice Chair Rennie absent. 
 
1a) Approve Minutes of the June 8, 2016, Board of Directors Meeting 
1b)  Approve Professional Services Agreement with LEAN Energy US 
 
Regular Calendar 
 
2) Executive Committee Report   
 
CEO Tom Habashi provided a report of the first Executive Committee meeting. 
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3) CEO Report 
 
CEO Habashi provided the CEO report including an announcement regarding plans for a Board 
Workshop to be scheduled on an upcoming Saturday based on availability of a majority of the Board. 
Habashi responded to Board questions. Communications Manager Misty Mersich provided additional 
information regarding outreach to large commercial users. 
 
Chair Sinks announced a request to hear Item 6 before Item 4. Without objection, the Board heard Item 6 
following Item 3. 
 
4) Adopt Resolution Approving SVCE Implementation Plan and Authorize Submittal to CPUC  
 
The Board considered Item 4 following Item 6. 
 
CEO Habashi introduced the item.  
 
Due to technical difficulties, the Board recessed at 7:59 p.m.  
The Board reconvened at 8:08 p.m. with all Board members present. 
 
John Dalessi, Pacific Energy Advisors, presented the report and responded to Board questions. 
 
Chair Sinks opened public comment. 
No speakers. 
Chair Sinks closed public comment. 
 
MOTION: Director Simitian moved and Director McAlister seconded the motion to adopt resolution 2016-5 
to approve the SVCE Implementation Plan and authorize submittal to the CPUC, with an amendment in 
two parts on page 42: 1) indicating that the data management contract will require that the services are 
provided consistent with our customer confidentiality agreements on pages 39-40 and 2) that the third 
party vendor, prior to a contract being awarded, provides adequate assurances in the judgment of our 
professional staff and legal counsel as to the data security measures they have taken to protect data. 
The motion carried unanimously. 
 
5) Approve Power Supply Portfolio Parameters  
 
CEO Habashi presented the report and responded to Board questions.   
 
Chair Sinks opened public comment. 
 
Bruce Karney, Board of Directors, Carbon Free Mountain View, spoke in support of the plan and 
suggested there should be a second 100% renewable energy product at a higher price for those who 
want it. 
 
James Tuleya, Leadership of Sunnyvale Cool, Board of Directors, Carbon Free Mountain View, and lead 
in the Climate Solutions Campaign of 350 Silicon Valley, spoke regarding the goals and efforts of the 
organizations and in support of the leadership in Silicon Valley.  
 
Mike Balma, Board of Directors, Carbon Free Mountain View, spoke in support of the 100 percent carbon 
free option and not using unbundled RECs, and provided information regarding the definition of local 
solar.  
 
John Scarboro, Board of Directors, Carbon Free Mountain View and member of the City of Mountain View 
Planning Commission, stated Carbon Free Mountain View supports net metering at one cent more per 
kilowatt hour plus FIT. Scarboro spoke in support of 100 percent carbon free electricity and expressed 
concerns regarding large hydro due to climate change.  
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Cherie Walkowiak, Founder of Carbon Free Mountain View, spoke in support of carbon free energy. 
 
Adam Stern, Executive Director, Acterra, spoke in support of the staff recommendation and regarding the 
importance of the opt-up option.  
 
Bruce Naegel spoke in support of the proposal and cautioned regarding the use of hydro to ensure there 
is enough supply and no problem with drought. 
 
Chair Sinks closed public comment at 9:18 p.m. 
 
MOTION: Director Simitian moved and Director Harney seconded the motion to authorize the CEO to 
negotiate acquisition of electric supplies to meet the needs of customers within SVCE service area. The 
following criteria will guide negotiations and acquisition of power supply portfolios for the next five years: 

 Acquisition will hedge 100% of forecasted demand for CY 2017 and 2018, 80% for 2019, 65% for 
2020 and 50% for 2021  

 The hedged portion of the power supply mix will be 100% carbon free, comprised of 25% renewable 
PCC1, 25% renewable PCC2 and 50% carbon free (large hydroelectric)  

In addition, the following strategy would be implemented in the pursuit of long-term planning:  

 SVCE will set aside 1% of its revenue to invest in local generation and demand side programs. 
The motion carried unanimously. 
 
Following action on Item 5, the Board considered Item 7. 
 
6) Presentation of Community Survey Results  
 
Item 6 was considered following Item 3. 
 
Communications Manager Misty Mersich introduced the item. Charles Hester, Vice President, Godbe 
Research, presented the Community Survey Results and responded to Board questions. At the request of 
Director Gibbons, Hester stated he would provide a copy of the Marin Clean Energy survey via staff. At 
the request of Director Harney, Hester stated he would provide follow up information regarding any 
ethnicity, income and geography outliers. At the request of Director Bruins, Hester stated cross tabs data 
is available via staff.  
 
Chair Sinks opened public comment. 
 
Bruce Naegel, Mountain View, spoke regarding the importance of how the survey results compare to 
those of other CCEs. 
 
Chair Sinks closed public comment. 
 
Following Item 6, the Board considered Item 4.  
 
7) Adopt Policy Delegating Limited Authority to Chief Executive Officer, Board Chair and 

Vice-Chair to Support or Oppose Legislation or Regulatory Actions Affecting SVCEA 
 
Item 7 was considered following Item 5. 
 
General Counsel Greg Stepanicich presented the report and responded to Board questions. 
 
MOTION: Director Simitian moved and Director McAlister seconded the motion to adopt a policy 
described in the Analysis and Discussion section of the staff report delegating limited authority to the 
Chief Executive Officer (CEO), Board Chair and Vice Chair to take action to support or oppose legislation 
or other regulatory matters affecting SVCEA; authorizing the CEO, Chair and Vice Chair of the Board of 
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Directors to sign documents, provide testimony or otherwise take a position on legislative or regulatory 
matters on behalf of SVCEA when all of the following conditions are met:  

 The matter is directly related to SVCEA’s mission or operations.  

 There is a need for action before the next Board meeting. 

 Calling a special meeting to address the matter is neither practical nor appropriate under the 
circumstances.  

 The CEO has taken into consideration relevant policies and past positions of the Board of Directors.  

 The CEO has taken into consideration the positions taken by other California CCEs and when 
appropriate has consulted with the Executive Officers of other affected CCEs.  

 The CEO has conferred with the Chair of the Board of Directors or the Vice Chair in the absence of 
the Chair and both agree that all of the required conditions for taking action under this policy have 
been met.  

 The CEO reports any action taken pursuant to this policy at the next regularly scheduled Board of 
Directors meeting as part of the CEO Report; 

With the additional requirement that if a position is taken, that it be shared with the Board by email at the 
earliest opportunity and that the ability of the Board be preserved at the meeting in which it is announced 
to take action or not. 
 
Director Gibbons inquired if there would a benefit to adding a requirement that items be brought to the 
Executive Committee for review to the extent practical. Following discussion, Director Simitian 
incorporated into the motion that notification of actions be placed on Executive Committee meeting 
agendas subsequent to an action being taken.  
Director McAlister accepted the addition to the motion. 
 
Chair Sinks opened public comment. 
 
John Scarboro spoke regarding the need to respond to some items quickly. 
 
Chair Sinks closed public comment. 
 
The motion carried with Director Harpootlian dissenting. 
 
Board Member Announcements 
 
Chair Sinks reported he spoke at the Silicon Valley Leadership Group Energy Summit and provided an 
overview of the summit and a slide presentation. 
 
Adjourn 
 
Chair Sinks adjourned the meeting at 10:10 p.m.  
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Staff Report – Item 3 

 

To: Silicon Valley Clean Energy Authority Board of Directors 

From: Tom Habashi, CEO 

Item 3: CEO Report 

Date: 8/10/2016 

 

 

REPORT 

 

Workshop 

The day for the workshop is set for Saturday, August 27, from 9:00 a.m. – 4:30 p.m.  Staff is working on the 

workshop presentation and will distribute it to the Board prior to the day of the workshop.  

 

Requests for Proposals  

Pacific Energy Advisors (PEA) is working on two RFPs - the first is for power supply and scheduling coordination 

services and the second is for data services and the customer call center.  Both RFPs will be released in August 

with the expectation that contracts will be negotiated and recommended for Board approval in November and 

December of 2016. 

 

Contracts with PG&E and California ISO 

In the next two weeks, staff will meet with liaisons from PG&E and the California Independent System Operator 

to initiate contractual arrangements with both entities, which are necessary prior to launching SVCE service.  

We will be aiming to conclude these discussions simultaneously with receipt of the CPUC certification of the 

Implementation Plan in October 2016. 

 

Community Outreach Report 

Attached is a table showing the various outreach activities planned for the next few months. This table will be 

updated and shared with the Board on a monthly basis.   

 

CEO Agreements Executed 

The following agreements have been executed by the CEO, consistent with the authority delegated by the 

Board: 

1) Bryce Consulting: Human Resources consulting services to conduct a compensation survey and provide 

related support, for an amount not to exceed $11,500, with a term through October 30, 2016. 

2) City of Mountain View: Support for evaluating and securing banking and credit services, for an amount 

not to exceed $25,000, with a term through November 30, 2016. 
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Community Outreach Update 

August 2016 

 

 

1. Events and Outreach 

 

Event Date Community 

Tabling: National Night Out 8/2/2016 Morgan Hill 

Tabling: Energy Day 8/14/2016 Los Altos 

Tabling: Mountain View Art and Wine Festival 
9/10/2016 - 

9/11/2016 
Mountain View 

Presentation: Burbank Community Association 9/21/2016 
Unincorporated Santa Clara 

County 

Tabling: Annual BBQ 9/24/2016 Monte Sereno 

Presentation: League Of Women Voters® 

of Southwest Santa Clara Valley 
TBD 

Campbell, Los Gatos, Monte 

Sereno and Saratoga 

Tabling: Saratoga Farmer’s Market TBD Saratoga 

Tabling: Los Gatos Farmer’s Market TBD Los Gatos 

   

Business Outreach   

Event Date Community 

Presentation: Cupertino Chamber of Commerce LAC 

meeting 
TBD Cupertino 

Presentation: Gilroy Chamber of Commerce 8/12/2016 Gilroy 

Moffett Park Business Group Board of Directors 9/12/2016 Sunnyvale/ Santa Clara County 

 

2. Media Coverage:  

a. Los Gatos Weekly Times: http://www.mercurynews.com/los-gatos/ci_30182490/los-gatos-shorts-

student-app-challenge-returns  

b. Cupertino Courier: http://www.ifoldsflip.com/t/26696-cupertino-courier  

 

3. Inaugural Communications Working Group meeting: 

The Communications Working Group is comprised of communications staff from each member agency. 

The first meeting was held in July, with an introduction to SVCE, the website, existing resources and 

describing our progress. The group discussed outreach efforts to date, and shared suggestions for future 

outreach opportunities in each community. The Working Group will get regular updates on progress 

and meet as needed.  

Item 3
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4. See attached report on our successful Summer Business Workshop Series held:  

June 16th  at Google, Mountain View 

June 22nd at Net App, Sunnyvale 

June 28th at Specialized Bicycle, Morgan Hill 
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Business Group Update

Business Workshop Series 
Summary

June 2016

Business Group Update

Business Workshop Series Objectives

• Engage directly with large energy customers at local commercial, 

industrial and institutional (C&I) organizations

• Review Community Choice Energy, and what the launch of SVCE service 

will mean for major business customers 

• Discuss current SVCE policy direction, and timeline for service launch

• Receive customer input and feedback on key service elements through 

workshop dialog and customer questionnaire form

2
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Business Group Update

Nineteen ‘Top 100’ customers representing ~10% of overall SVCE load . . .

Anritsu Juniper Networks

Blue Coat Systems Lockheed Martin

City of Gilroy NetApp

Cupertino Union School District MedImmune

Gilroy Gardens Pulmuone Foods USA

Google Santa Clara County

Infinera Specialized Bicycle Components

International Paper South County Regional Wastewater Agency

Intuit/Jones Lang LaSalle United Natural Foods

JSR Micro other Business Groups, Commercial  RE, Chambers

Business Workshops and Attendees

Date Site Sponsor Location
June 16

th
Google Mountain View

June 22
nd

Net App Sunnyvale
June 28

th
Specialized Bicycle Morgan Hill

Business Group Update

Participant Demographics

• Two-thirds have100% of their local footprint served by PG&E; others 
are a combination of Direct Access and PG&E bundled service

• Two thirds have stated goals for energy efficiency, GHG reduction or 
increased use of renewable energy

• Half use solar PV to generate energy onsite

• More than half have installed EV charging stations

• Three quarters engage with the current utility for demand response, 
peak day pricing programs, energy efficiency programs and 
incentives, and/or SGIP

Item 3
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Business Group Update

SVCE Service Preferences 

• Most organizations prioritized reducing GHG emissions, or gave equal 
weight to reducing GHGs and increasing % of renewable energy

• None stated increasing % of renewable energy in their energy 
mix was most important

• Most organizations indicated they would not pay more than what 
they currently pay for electricity for 100% renewable energy

• More than three-quarters noted rate stability was extremely 
important, 16% indicated it was somewhat important, and only one 
organization marked it not important

• Three quarters of participating organizations responded “yes” or 
“likely yes” to enrolling 3 months early

Business Group Update

Future Program Priorities 

6

Participants were asked to rank their level of interest in possible future 
SVCE programs and incentives - for deployment of additional clean 
energy infrastructure and related practices:

Potential Future SVCE Programs and Incentives Interest Avg Score

Energy efficiency High 4.7

On-site or shared solar energy production Medium 
High

4.1

On-site energy storage Medium
High

3.7

Electrification (e.g. EV, fuel switching) Medium
High

3.8

New demand management approaches and rate structures Medium
High

3.7

Piloting of new/emerging energy technologies Medium 3.25

Item 3
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Business Group Update

Opportunities Concerns

“Clean Energy Mix”

“Better virtual NEM incentives”

“Reduce costs and reduce 
GHGs”

“The ability to source clean 
electricity and manage our 
electricity budget”

“Neutralize energy costs between 
peak and low season”

“Meet Climate Action Plan and 
reduce cost”

7

“Uncertainty in delivery, rate 
structure and program design”

“None at this time, but would 
want to compare rate plans”

“Price stability is our main 
concern”

“How will this impact direct 
access accounts?”

“Will PG&E add costs to recover 
lost revenue?”

“Where do renewables come 
from? How is this verified?”

Item 3
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Staff Report – Item 5 

 

To: Silicon Valley Clean Energy Authority Board of Directors 

From: Tom Habashi, CEO 

Item 5: Adopt Resolution Approving SVCEA Organizational Structure, Job Classifications 

and Salary Schedule 

Date: 8/10/2016 

 

 

RECOMMENDATION 

 

Adopt resolution approving the organizational structure, job classifications, and salary schedule for SVCEA, 

authorizing the CEO to develop and update job classification descriptions as needed and authorizing the CEO to 

initiate recruitments. 

 

BACKGROUND 

 

In May 2016, the SVCEA Board hired the first employee for SVCEA, the Chief Executive Officer.  SVCEA is 

currently staffed through a combination of local member agency staff and consultant support under contract to 

SVCEA and directed by the CEO.  As SVCEA achieves critical milestones and nears the implementation phase, it 

is in a position to hire permanent staff in order to sustainably meet the core needs of the operations. 

 

In July and August, staff presented information related to organizational planning to the Executive Committee for 

discussion and feedback.  Their feedback has been incorporated into staff’s recommendations. 

 

ANALYSIS & DISCUSSION 

 

Organizational Structure: 

Staff, with support from LEAN Energy US, has developed a proposed framework for SVCEA’s organization, 

functional roles, and the phased onboarding of personnel.  The team evaluated the organizational structures of 

the operating programs in Marin and Sonoma and considered the following in developing the proposed approach 

for SVCEA: 

 Efficient staffing with minimal organization layers that encourages teamwork across work groups 

 Emphasis on building the Marketing and Public Affairs team early to support program launch, with 

first customer notices scheduled for January 2017 

 Flexible timing of onboarding positions to adapt to program needs and recruitment outcomes 

Item 5



Agenda Item: 5 Agenda Date: 8/10/2016 

 

Page 2 of 5 

Figure 1: SVCEA Organization Chart 

 

 
 

The full organization (Figure 1) is currently proposed to be 19 personnel, which would be hired in phases (as 

shown in Table 1) to respond to operational needs.  Additional temporary positions may be added to address 

spikes in service needs, such as for community engagement.  Consultant resources would continue as a bridge 

prior to staffing for selected functions and on an ongoing basis for targeted needs.  The proposed staffing level 

provides for full launch of initial operations but does not include staffing that would be needed to implement 

Item 5



Agenda Item: 5 Agenda Date: 8/10/2016 

 

Page 3 of 5 

energy efficiency programming.  Expanding SVCEA’s services to include enhanced energy efficiency programming 

is envisioned to be proposed after the first year of operations.   

 

Staff’s proposal reflects discussions with the Executive Committee, which concluded that a separate Human 

Resources manager is not needed and that such function can provided by an outside firm.   The Executive 

Committee also provided support for the timing of position hiring noting that the timing of groups 2 and 3 may 

be further refined as the organization develops. 

 

Table 1: Hiring Plan 

Position 

Group 1 

Sept - Dec  

2016 

Group 2 

Jan – May 

2017 

Group 3 

Jun – Dec 

2017 

Chief Executive Officer Complete     

Board Clerk/Executive Assistant New Hire     

Director of Administration and Finance   New Hire   

Finance Manager   New Hire   

Administrative Analyst (2)   New Hire New Hire 

Administrative Assistant     New Hire 

Director of Marketing & Public Affairs New Hire     

Community Outreach Manager   New Hire   

Account Services Manager New Hire     

Account Representative I/II New Hire     

Community Outreach Specialist (2) New Hire New Hire   

Director of Power Resources   New Hire   

Power Contracts and Compliance Manager     New Hire 

Power Resource Planning and Programs Analyst (2)   New Hire New Hire 

General Counsel & Director of Government Affairs     New Hire 

Regulatory/Legislative Analyst     New Hire 

 

Job Classifications: 

The positions have been categorized into job classifications, as shown above in Table 1, which reflect the nature 

of the duties and the role within the organization.  Job descriptions have been drafted for each classification, 

including a description of the duties, minimum education and experience qualifications, and skills and abilities 

required to perform the functions of each job classification.  These job descriptions were provided to the 

Executive Committee for review.  The job descriptions are proposed to be updated by the CEO as needed.  

Changes to job classifications (job titles) would be provided to the Board for approval. 

 

Salary Schedule: 

Staff contracted with Bryce Consulting (Shellie Anderson, Principal) to conduct a labor market salary survey to 

aide in setting SVCE staff compensation.  Five agencies were chosen for comparison purposes including, Marin 

Clean Energy, Sonoma Clean Power, Northern California Power Agency, the City of Palo Alto Utility and Silicon 

Valley Power (the City of Santa Clara’s electric utility).  The analysis considered subtle differences in job 

descriptions, differences in cost of living and the relative size of service area.  Based on the results of the survey, 

staff proposes the Salary Schedule shown in Table 2, which establishes the control point at which SVCE will 

budget for labor costs.  This control point was generally benchmarked on the highest salary value among the 
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agencies studied, with additional consideration for variations in job responsibilities and parity across the SVCE 

organization for similarly situated positions.  The salary ranges proposed represent a range from 30% below to 

10% above the control point.  Future revisions to these ranges would require Board approval. 

 

The Executive Committee discussed a draft salary proposal and recommended approval at their August 4, 2016, 

meeting, with specific changes that the control point benchmark be the highest survey value and that the salary 

range be established at -30% and +10% in order to provide for adequate opportunities to attract and retain 

highly qualified personnel and to reward performance. 

 

Table 2: Salary Study and Proposed Schedule 

 
 

The proposed Resolution (Attachment 1) approves the SVCE organizational structure, the job classifications, 

and the salary schedule recommended in this report.  The resolution also authorizes the CEO to update the job 

descriptions as needed and to begin the recruitment process. 

 

Next Steps: 

As discussed earlier in the report, staff proposes to contract for services to support human resources 

administration needs for SVCEA.  To that end, service providers have been identified and discussed with the 

Executive Committee.  Staff will execute agreements, within allowable limits, to provide the following: 

 

1) Recruitment Services – Staff will work with a contractor to begin the recruitment process with job 

advertisements released for positions in group 1. 

2) Human Resources Administration – Staff will work with a contractor to provide ongoing HR 

administration support and to provide key start-up support to develop a comprehensive benefits 

package, identify benefits providers, and develop compliance policies and procedures for HR 

administration. 

 

Staff will return to the Board in September with recommendations regarding benefits and personnel policies and 

will provide ongoing updates as recruitment progresses. 

 

Mean Median Highest
Minimum 

(CP-30%)

Control 

Point

Maximum 

(CP+10%)

Minimum 

Salary

Maximum 

Salary

Account Representative I 5,250 7,500 8,250 63,000 99,000

Account Representative II 8,272 8,223 9,143 6,300 9,000 9,900 75,600 118,800

Account Services Manager 10,343 10,291 11,623 8,400 12,000 13,200 100,800 158,400

Administrative Analyst 8,632 8,584 9,167 6,300 9,000 9,900 75,600 118,800

Administrative Assistant 5,766 5,746 5,857 4,200 6,000 6,600 50,400 79,200

Board Clerk / Executive Assistant 9,663 9,960 11,232 7,700 11,000 12,100 92,400 145,200

Community Outreach Manager 10,728 9,123 14,969 8,400 12,000 13,200 100,800 158,400

Community Outreach Specialist 6,106 6,067 6,417 4,550 6,500 7,150 54,600 85,800

Director of Administration & Finance 15,362 16,273 19,929 11,200 16,000 17,600 134,400 211,200

Director of Marketing & Public Affairs 13,166 13,166 14,665 11,200 16,000 17,600 134,400 211,200

Director of Power Resources 15,589 15,464 16,161 13,300 19,000 20,900 159,600 250,800

Finance Manager 13,166 13,463 15,621 9,100 13,000 14,300 109,200 171,600

General Counsel & Director of Government Affairs 20,695 20,591 22,233 15,400 22,000 24,200 184,800 290,400

Power Contracts & Compliance Manager 12,516 11,721 15,511 10,500 15,000 16,500 126,000 198,000

Power Resource Planning & Programs Analyst 9,974 9,751 11,250 7,700 11,000 12,100 92,400 145,200

Regulatory/Legislative Analyst 10,419 10,180 10,914 7,700 11,000 12,100 92,400 145,200

Study Results (Monthly) Proposed (Monthly)

See Below

Classification

Proposed (Annual)
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1. Resolution 

2. SVCEA Job Descriptions 
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RESOLUTION NO. ________ 

A RESOLUTION OF THE BOARD OF DIRECTORS OF THE SILICON VALLEY 
CLEAN ENERGY AUTHORITY APPROVING THE ORGANIZATIONAL STRUCTURE, 
JOB CLASSIFICATIONS AND SALARY SCHEDULE 

WHEREAS, the Silicon Valley Clean Energy Authority (“Authority”) was formed 
on March 31, 2016 pursuant to a Joint Powers Agreement to study, promote, develop, 
conduct, operate, and manage energy programs in Santa Clara County; and  

WHEREAS, under Section 2.5.2 of the Joint Powers Agreement creating the 
Authority, the Authority has the power to employ agents and employees; and 

WHEREAS, the Authority’s Chief Executive Officer has reviewed the staffing 
needs of the Authority in light of the Implementation Plan and the tasks necessary to 
accomplish the objectives of the Authority, and has determined initial job classifications 
and salary ranges necessary to attract the most qualified individuals.  

 NOW, THEREFORE, THE BOARD OF DIRECTORS OF THE SILICON VALLEY 
CLEAN ENERGY AUTHORITY DOES HEREBY RESOLVE, DETERMINE, AND 
ORDER AS FOLLOWS: 

Section 1. The following job classifications are created with the salary ranges 
shown below: 

Title Minimum Salary 
(Annual $) 

Maximum Salary 
(Annual $) 

Account Representative I 63,000 99,000 

Account Representative II 75,600 118,800 

Account Services Manager 100,800 158,400 

Administrative Analyst 75,600 118,800 

Administrative Assistant 50,400 79,200 

Board Clerk / Executive Assistant 92,400 145,200 

Community Outreach Manager 100,800 158,400 

Community Outreach Specialist 54,600 85,800 

Director of Administration & Finance 134,400 211,200 

Director of Marketing & Public Affairs 134,400 211,200 

Director of Power Resources 159,600 250,800 

Finance Manager 109,200 171,600 

General Counsel  & Director of Government 
Affairs 

184,800 290,400 

Power Contracts & Compliance Manager 126,000 198,000 

Power Resource Planning & Programs Analyst 92,400 145,200 

Regulatory/Legislative Analyst 92,400 145,200 
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Section 2. The organization of positions to be hired between the adoption of 

this Resolution and June 30, 2017 shall be as shown in Attachment 1: SVCEA 
Organization Chart. 

Section 3. The Chief Executive Officer shall create and maintain as needed 
job descriptions for each classification. 

Section 4. The Chief Executive Officer is authorized to initiate recruitments. 

 

ADOPTED AND APPROVED this 10th day of August, 2016. 

 

   
Chair 

ATTEST: 

 
  
Clerk 

 

 

Attachment 1:  SVCEA Organization Chart  
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 DRAFT 1: JOB DESCRIPTION 

ACCOUNT REPRESENTATIVE I/II 

Summary 

Account Representative I/II team members work under general supervision from the Account Services Manager 

and have responsibility for a wide range of customer service and community development matters. 

Responsibilities include responses to customer inquiries, billing analysis, and providing presentations to business 

and community groups. Account Representative I is the typical entry level classification while Account 

Representative II is distinguished by greater responsibility and independence and may supervise or lead other 

team members. 

Job Description 

The Account Representative I/II works directly with residential and/or business customers via email and 

telephone, and through in-person meetings and interactions. They are expected to be experts in SVCE programs 

and to provide customers or other staff with technical explanations of SVCE programs and billing mechanisms. To 

be effective, the Account Representative will also need to develop familiarity with PG&E programs and billing 

mechanisms, and be able to analyze and explain usage and billing data for customers and other staff.  

The Account Representative will also assist with outreach and community events within the SVCE service 

territory, to both educate and build relationships with various groups.  Account Representatives may be assigned 

with tasks related to the maintenance and implementation of various SVCE customer programs. 

The Account Representative II position is differentiated from the Account Representative I position based upon 

greater responsibilities such as handling more complex accounts, and the position may include supervision, as 

well as related experience. 

Supervisory Responsibilities 

The Account Representative II position may require supervisory and/or team leader responsibilities. 

Essential Duties and Responsibilities  

 Effectively explain the SVCE program to customers and respond to questions clearly and adequately.  

 Explain utility bill details and charges and communicate billing information to customers.  

 Perform rate and cost comparisons for customers.  

 Provide support for escalated interactions from SVCE call center representatives.  

 Manage incoming customer inquiries with professionalism and tact.  

 Attend, present, and network at community meetings and events as SVCE spokesperson.  

 Ensure correspondence with customers is clear, consistent and timely.  

 Interface and maintain relationships with key accounts.  

 Utilize CRM (customer relationship management) tools to track customer interactions.  

 Manage portfolio of customers and programs as assigned. 

Minimum Qualifications 

Experience/Education 

Education and experience equivalent to: 
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Account Representative I 

A Bachelor’s degree in accounting, communications, marketing or a related field and a minimum of two (2) years 

of experience managing key accounts with a utility or energy service provider. A Master’s degree is desirable. 

Bilingual proficiency in Spanish and English is strongly preferred. 

Account Representative II 

A Bachelor’s degree in accounting, communications, marketing or a related field and a minimum of four (4) years 

of experience managing key accounts with a utility or energy service provider. A Master’s degree is desirable. 

Bilingual proficiency in Spanish and English is strongly preferred. 

Knowledge of: 

 Utility billing structures, bill presentment, and program operations.  

 Community Choice Aggregation (CCA) programs and the services SVCE offers.  

 The interaction between CCAs and investor-owned utilities.  

 Diverse communities and customer types in the SVCE service area.  

 Microsoft Excel, including some familiarity with functions and advanced features.  

 Microsoft Office Suite, including Power Point and Word.  

 Principles of account management, marketing and salesmanship.  

 CRM platforms.  

 Appropriate telephone and e-mail etiquette.  

 Principles and practices of employee supervision (for Account Representative II) 

Ability to: 

 Take responsibility and work independently, as well as coordinate or participate in team efforts.  

 Perform rate comparisons and bill calculations with multiple rate classes, tiers and billing components.  

 Establish and maintain effective working relationships with supervisors, co-workers, customers, local 

community groups and organizations and SVCE Board members.  

 Exercise sound judgment in applying appropriate policies and procedures. 

 Demonstrate creative problem solving and commercial awareness.  

 Communicate effectively both verbally (by phone and in-person) and in written form. 

 Manage projects and time efficiently.  

 Represent SVCE with confidence and enthusiasm. 

 Be self-motivated with a strong drive to resolve issues quickly and effectively.  

 Manage multiple priorities and quickly adapt to changing priorities in a fast paced, dynamic environment.  

 Work accurately and swiftly under pressure.  

 Demonstrate patience, tact and courtesy. 

Willingness to 

 Work occasional overtime or on weekends and evenings 

Working Conditions 

The physical demands described here are representative of those required for the position.  Position requires 

sitting, walking, standing, bending, and twisting in the performance of daily activities.  The position requires hand 

manipulation and repetitive hand movement and fine coordination in using a computer keyboard.  The position 

requires near and far vision in reading reports and use of a computer. Acute hearing is required in supporting 
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meetings and providing phone and in-person customer service. The position occasionally requires lifting and/or 

moving objects up to 20 pounds.  SVCE will make reasonable accommodation of the known physical or mental 

limitations of a qualified applicant with a disability upon request. 

Licenses/Certificates: 

Possession and continued maintenance of a valid class C California driver’s license or the ability to provide 

alternate transportation as approved by the CEO and a safe driving record. 
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 DRAFT 1: JOB DESCRIPTION 

ACCOUNT SERVICES MANAGER 

Summary 

The Account Services Manager works under direction from the Director of Marketing & Public Affairs and has 

responsibility for a wide range of account related issues, including customer service and program operations & 

development. This position will work with internal team members, Pacific Gas and Electric Company (PG&E), and 

the designated data management and call center service provider to ensure customer satisfaction and to address 

systemic issues as they arise. The Account Services Manager will develop and maintain SVCE programs and 

ensure their proper integration with PG&E to meet customer needs and SVCE objectives. 

Job Description 

The Account Services Manager is the lead customer care representative for SVCE, providing oversight for 

customer account management and administrating customer programs under the general supervision of the 

Director of Marketing & Public Affairs. This job serves as the lead point of interaction between PG&E, SVCE and 

the data management and call center service provider(s) to identify and resolve issues related to SVCE and/or 

PG&E tariffs, program designs and business operations. In addition to administration of existing customer 

programs, this role may require modification and development of new programs to better serve customers. The 

Account Services Manager will also work directly with SVCE customers as an Account Manager for strategic 

accounts and will participate in community events or perform related tasks as needed. 

Supervisory Responsibilities 

This position provides support and direction to Account Representatives and other staff on account or program-

related issues. 

Essential Duties and Responsibilities (Illustrative Only) 

 Interface and maintain business relationship with SVCE call center and PG&E representatives to ensure 

consistent and effective interaction with customers.  

 Supervise development and integration between SVCE and PG&E of programs and services including but 

not limited to:  

o Net Energy Metering  

o Foreign language billing  

o Bill design  

o Balanced Payment Plan  

o Account-level opt outs  

 Conduct and maintain monthly “Issues List” monthly meetings with PG&E which address deficiencies in the 

service PG&E provides to SVCE customers.  

 Identify, advocate for and implement solutions to any deficiencies in the service PG&E provides to SVCE 

customers.  

 Provide training and materials on SVCE operations to PG&E staff as-needed.  

 Manage strategic accounts, including large commercial and municipal customers, including providing cost 

comparisons and program guidance.  

 Identify and implement solutions to increase customer retention and customer satisfaction with SVCE 

services.  
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 Track opt-outs and respond to any customer issues that may be causing opt-outs, including collaboration 

with other SVCE departments to provide effective programs, services, and communications.  

 Identify and resolve high-level customer billing issues.  

 Provide expertise on demand response options and services as needed.  

 Maintain rate models for cost comparison and other analytical purposes.  

 Provide data analysis support as needed. 

 Track and ensure customer inquiries and issues are resolved in a timely manner by SVCE staff or partner 

organizations.  

Minimum Qualifications 

Experience/Education 

Any combination of education and experience that would provide the knowledge and abilities listed.  This is 

typically satisfied by possession of a Bachelor’s or Master’s Degree in public administration, business 

administration, or a related field and four (4) years of experience in customer service, energy industry operations 

and account management.  

Knowledge of: 

 Electric utility rules, tariffs, bill design and terminology 

 Microsoft Office Suite including Excel, Word, PowerPoint and Adobe Acrobat 

 Principles of account services, customer service, and program management 

Ability to: 

 Take responsibility and work independently, as well as coordinate team efforts 

 Perform rate analysis with multiple rate classes, tiers, and billing components 

 Convey complex information in a simple and understandable manner 

 Manage multiple priorities, meet deadlines, and quickly adapt to changing priorities in a fast paced dynamic 

environment 

 Achieve goals and provide accurate, timely, and meaningful progress updates 

 Work well under pressure 

 Be thorough and detail-oriented 

 Demonstrate patience, tact, and courtesy 

 Identify and solve problems effectively and expeditiously 

 Establish and maintain effective working relationships with persons encountered during the performance of 

duties 

 Direct, supervise and coordinate the work of assigned staff  

 Communicate effectively verbally, in writing, and through presentations  

 Exercise sound judgment, creative problem solving, effective dispute resolution, and commercial awareness  

 Provide excellent customer service and communicate clearly and effectively with customers  

 Understand, anticipate, and appreciate customer needs and concerns 

Working Conditions 

The physical demands described here are representative of those required for the position.  Position requires 

sitting, walking, standing, bending, and twisting in the performance of daily activities.  The position requires hand 

manipulation and repetitive hand movement and fine coordination in using a computer keyboard.  The position 
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requires near and far vision in reading reports and use of a computer. Acute hearing is required in supporting 

meetings and providing phone and in-person customer service. The position occasionally requires lifting and/or 

moving objects up to 20 pounds.  SVCE will make reasonable accommodation of the known physical or mental 

limitations of a qualified applicant with a disability upon request. 

Licenses/Certificates: 

Possession and continued maintenance of a valid class C California driver’s license or the ability to provide 

alternate transportation as approved by the CEO and a safe driving record. 

Item 5
Attachment



  DRAFT 1: JOB DESCRIPTION 

ADMINISTRATIVE ANALYST 

Summary 

The Administrative Analyst supports Silicon Valley Clean Energy (SVCE) by performing analytical and 

administrative support services for the Agency and its Departments as may be needed.  The analyst conducts 

research, performs statistical analysis, and supports Agency budget development, general operations and special 

projects as assigned by the Director of Administration.  

Job Description 

The Administrative Analyst performs work under the supervision of the Director of Administration & Finance. The 

position provides high level administrative, project coordination, and analytical support to SVCE staff and works 

collaboratively with all SVCE teams. 

Supervisory Responsibilities 

This position has no supervisory responsibilities. 

Essential Duties and Responsibilities (Illustrative Only) 

 Conducts and summarizes comprehensive analytical studies of complex administrative, operational, financial 

and/or other organizational issues. 

 Performs statistical and other research as assigned. 

 Prepares and delivers oral and written reports based on information obtained through research and analysis. 

 Drafts recommended administrative procedures and/or operational policies in the assigned area of 

responsibility. 

 Coordinates and assembles a variety of administrative/financial/statistical information for manager's review. 

 Prepares a variety of professional reports, presentations, and correspondence in assignment area. 

 Receives and responds to questions from the public, outside agencies, SVCE staff and Board 

 Analyzes and initiates recommendations to improve and facilitate Agency programs, departmental 

procedures and outcomes. 

Minimum Qualifications 

Experience/Education 

Education and experience equivalent to a Bachelor’s degree from an accredited college or university in 
economics, finance, business administration, public administration or related field, and two (2) years of 
professional administrative and analytical experience, particularly in a public agency. 

Knowledge of 

 Theory, principles and practices of organizational administration and finance. 

 Principles and practices of analysis and research methodology. 

 Pertinent local, State and Federal rules, regulations and laws. 

 Microsoft Office Suite including Excel, Word, Adobe Acrobat, and PowerPoint.  

 Principles and practices of project management and budget development, work planning and organization. 

 Office management protocols, procedures, software and equipment. 
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Ability to 

 Manage multiple priorities and quickly adapt to changing priorities in a fast paced dynamic environment.  

 Plan, organize and perform analytical duties, ensuring that projects and reports are completed in a timely 

and accurate manner. 

 Collect, interpret and utilize narrative and statistical data pertaining to area of responsibility. 

 Communicate effectively, orally and in writing. 

 Work independently and as a team member; recognize and set priorities to meet deadlines. 

 Use database, spreadsheet, and web interface and/or internet applications depending on assignment. 

 Be thorough and detail-oriented.  

 Work accurately and swiftly under pressure.  

 Demonstrate patience, tact, and courtesy at all times 

Working Conditions 

The physical demands described here are representative of those required for the position.  Position requires 

sitting, walking, standing, bending, and twisting in the performance of daily activities.  The position requires hand 

manipulation and repetitive hand movement and fine coordination in using a computer keyboard.  The position 

requires near and far vision in reading reports and use of a computer. Acute hearing is required in supporting 

meetings and providing phone and in-person customer service. The position occasionally requires lifting and/or 

moving objects up to 20 pounds.  SVCE will make reasonable accommodation of the known physical or mental 

limitations of a qualified applicant with a disability upon request. 

Licenses/Certificates: 

Possession and continued maintenance of a valid class C California driver’s license or the ability to provide 

alternate transportation as approved by the CEO and a safe driving record. 

 

Item 5
Attachment



  DRAFT 1: JOB DESCRIPTION 

ADMINISTRATIVE ASSISTANT 

Summary 

The Administrative Assistant supports Silicon Valley Clean Energy (SVCE) staff by providing clerical and general 

administrative level duties, such as meeting and calendar coordination, office supply orders, front desk coverage, 

records management, materials preparation, and other duties as assigned. 

Job Description 

The Administrative Assistant performs work under the supervision of a Director or a mid-level supervisor 

depending upon the assignment. The incumbent provides administrative support to SVCE staff and works 

collaboratively with all SVCE teams to ensure smooth office operations, meeting coordination, and customer 

service. 

Supervisory Responsibilities 

This position has no supervisory responsibilities. 

Essential Duties and Responsibilities (Illustrative Only) 

 Coordinate meeting and staff event scheduling including conference room and audio-visual reservations, 

ordering/preparing refreshments, preparation of printed material, set-up, clean-up, etc. 

 Respond to and direct incoming calls; provide over-the-counter customer service as needed  

 Schedule and set up conference calls and web-based meetings (via conference phone, Skype, 

GoToMeeting, etc.) 

 Manage and coordinate calendars for staff, consultants, Board, and vendors 

 Coordinate venue, registration and travel logistics for Board meetings and other off-site meetings  

 Maintain, track and coordinate office, kitchen and operational supplies 

 Receive and distribute mail 

 Organize and maintain files (both hard copy and electronic) 

 Prepare and/or proof documents, reports, notices, filings spreadsheets and presentations as requested  

 Provide support with receiving, processing and tracking invoices 

 Assist with maintaining and updating social media sites and website 

 Take meeting minutes and notes as requested 

 Other office and administrative support duties as may be required  

Minimum Qualifications 

Experience/Education 

Education and experience equivalent to an Associate degree and two (2) years of progressively responsible 

experience as an administrative support professional working in complex work environments, particularly in a 

public agency. A background in business administration, accounting, and office management is preferred. 

Knowledge of 

 Modern technology, systems, and software designed to assist in the computerized management of 
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information 

 Data processing applications and systems, and the principles of modern office management 

 Principles of office administration and secretarial practices and procedures, including business 

correspondence, correct English usage, grammar, spelling, vocabulary, and punctuation 

 Records management principles and practices, and research methods and techniques 

 Business mathematics and financial record keeping and report production 

 Customer service practices, principles, and techniques for dealing with the public in person and over the 

telephone regarding sensitive and/or confidential issues 

 Microsoft Office Suite including Excel, Word, Adobe Acrobat, and PowerPoint.  

Ability to 

 Develop a thorough knowledge of the role, organization, policies, and procedures of SVCE 

 Perform technical and responsible office administrative, working independently and accurately 

 Identify and secure confidential, highly sensitive records and written or verbally communicated information, 

and record such information accurately 

 Retain and recall information to respond to inquiries, and efficiently search files and retrieve data as required 

 Organize, plan, and prioritize own workload and adjust to changes in workload and assignments to meet 

critical deadlines under pressure 

 Problem solve, compile and analyze data, and use sound judgment 

 Establish and maintain effective working relationships with those encountered during performance of duties 

 Type at a rate sufficient to perform assigned duties 

 Use database, spreadsheet, and web interface and/or internet applications depending on assignment 

 Communicate effectively in English, both verbally and in written form, sufficient to convey information and 

instructions to the public and other employees in situations requiring tact, courtesy, and poise 

 Understand information requests of others and respond courteously, efficiently, and accurately 

 Be thorough and detail-oriented.  

 Demonstrate patience, tact, and courtesy at all times 

Willingness to 

 Work occasional overtime or on weekends and evenings 

Working Conditions 

The physical demands described here are representative of those required for the position.  Position requires 

sitting, walking, standing, bending, and twisting in the performance of daily activities.  The position requires hand 

manipulation and repetitive hand movement and fine coordination in using a computer keyboard.  The position 

requires near and far vision in reading reports and use of a computer. Acute hearing is required in supporting 

meetings and providing phone and in-person customer service. The position occasionally requires lifting and/or 

moving objects up to 20 pounds.  SVCE will make reasonable accommodation of the known physical or mental 

limitations of a qualified applicant with a disability upon request. 

Licenses/Certificates: 

Possession and continued maintenance of a valid class C California driver’s license or the ability to provide 

alternate transportation as approved by the CEO and a safe driving record. 
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  DRAFT 1: JOB DESCRIPTION 

BOARD CLERK / EXECUTIVE ASSISTANT 

Summary 

Under general supervision, to perform a wide variety of responsible and technical office support to Silicon Valley 

Clean Energy (SVCE); to provide support and follow-up to the Board of Directors and related Committees on a 

variety of matters; provide Executive Assistant support to the Chief Executive Officer; to assist in the management 

of official SVCE records and minutes; and to perform related work as required. 

Job Description 

The SVCE Board Clerk/Executive Assistant provides administrative support to Board Directors and SVCE staff in 

the preparation and maintenance of public records and interaction with public officials. The incumbent may also 

assist with the composition of resolutions, staff reports, and other official SVCE documents. In addition, the Board 

Clerk/Executive Assistant will establish, set, maintain, present, and distribute agendas and Board meeting 

material and respond to inquiries from Board members and the public. The position is also responsible for 

coordinating Board-related meetings as needed and maintaining records of Board actions taken. The Board 

Clerk/Executive Assistant also provides assistance as needed in an Executive Assistant role to support the Chief 

Executive Officer including meeting coordination and management of verbal and electronic correspondence. 

Assignments are performed with general supervision and within an identifiable and prescribed framework. 

This classification is a first point of public contact for SVCE and requires frequent interaction with SVCE officials, 

community members, vendors and the public regarding official SVCE Board of Directors issues, such as public 

meetings, agenda items, and general operations. In addition, the incumbent must exercise initiative, discretion, 

and good judgment in the analysis and resolution of issues that require technical or specialized knowledge of 

SVCE organization, policy, and procedures. This role also requires the ability to support the Chief Executive 

Officer in a variety of administrative duties as requested by management staff or members of the Board. 

Supervisory Responsibilities 

This position has no supervisory responsibilities. 

Essential Duties and Responsibilities (Illustrative Only) 

 Prepare draft agenda from material submitted by staff; develop and collate final agenda with supplemental 

material for distribution 

 Review supporting documents for agenda items, screening for discrepancies, ensuring materials are relevant 

and appropriately processed in accordance with legal requirements and SVCE procedures 

 Prepare and distribute meeting materials for Regular Board meetings, Special Board meetings, as well as 

various Board Committee meetings 

 Record and prepare minutes at the Board of Directors meetings, including recording the essential content of 

discussion, motions and votes, transcribing notes and checking draft copies of minutes for appropriate 

grammar, technical terminology, spelling, and sentence structure 

 Answer public inquiries in person, by phone, and by email, and route inquiries as necessary to appropriate 

SVCE staff 

 Prepare resolutions and staff reports as necessary 

 Interface with general counsel regarding meeting legal requirements including for public noticing and the 

Brown Act 

 Post and update meeting materials and Board-approved documents on SVCE’s website as needed 
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 Take appropriate follow-up action on the Board’s decisions, such as notifying interested parties on specific 

items, securing required signatures, or finalizing documents for official filing 

 Maintain records of Board actions, including but not limited to minutes and resolutions 

 Provide SVCE Board Directors, committees, and staff with logistical support for meetings, presentations, and 

events, including all logistical agency meeting and event coordination (such as location, room reservations, 

amenities, and materials) 

 Ensure collection and filing of annual Form 700 submittals from SVCE Board members as well as designated 

staff and consultants 

 File applicable amendments to governing documents with the State of California when needed 

 Ensure maintenance of Board-related records according to SVCE rules and policies 

 Research, compile, and organize information and official records for use by Board members, SVCE staff, 

and the public 

 Assemble, check, verify, compile and review data 

 Provide direct support for Executive Officer on administrative tasks as needed 

 Perform routine tasks including duplicating, photocopying, and assembling bulk mailing 

 Retain and recall information to respond to inquiries and effectively search files and retrieve data as required 

 Work closely with administrative personnel to maintain office supplies and meet the needs of SVCE Board 

members and staff 

 Maintain relationships with Board member jurisdiction officials in order to facilitate the flow of documents 

from county, city and town jurisdictions to SVCE 

Minimum Qualifications 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 

requirements listed below are representative of the knowledge, skill, and/or ability required. 

Experience/Education 

Any combination of education and experience that would provide the knowledge and abilities listed. Typically, 

equivalent to possession of an Associate of Arts degree in business administration or related field, and four (4) 

years of responsible clerical experience, which has included considerable exercise of initiative, attention to detail, 

and independent judgment. 

Knowledge of 

 Modern technology, systems, and software designed to assist in the computerized management of 

information 

 Data processing applications and systems, and the principles of modern office management 

 Principles of office administration and secretarial practices and procedures, including business 

correspondence, correct English usage, grammar, spelling, vocabulary, and punctuation 

 Records management principles and practices, and research methods and techniques 

 Business mathematics and financial record keeping and report production 

 Customer service practices, principles, and techniques for dealing with the public in person and over the 

telephone regarding sensitive and/or confidential issues 

Ability to 

 Develop a thorough knowledge of the role, organization, policies, and procedures of the Board of Directors 

and SVCE 

 Learn, interpret, and explain rules and regulations and policies 
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 Perform technical and responsible office administrative, working independently and accurately 

 Identify and secure confidential, highly sensitive records and written or verbally communicated information, 

and record such information accurately 

 Retain and recall information to respond to inquiries, and efficiently search files and retrieve data as required 

 Organize, plan, and prioritize own workload and adjust to changes in workload and assignments to meet 

critical deadlines under pressure 

 Problem solve, compile and analyze data, and use sound judgment 

 Establish and maintain effective working relationships with those encountered during performance of duties 

 Type at a rate sufficient to perform assigned duties 

 Use database, spreadsheet, and web interface and/or internet applications depending on assignment 

 Communicate effectively in English, both verbally and in written form, sufficient to convey information and 

instructions to the public and other employees in situations requiring tact, courtesy, and poise 

 Understand information requests of others and respond courteously, efficiently, and accurately 

Willingness to 

 Work occasional overtime or on weekends and evenings 

Working Conditions 

The physical demands described here are representative of those required for the position.  Position requires 

sitting, walking, standing, bending, and twisting in the performance of daily activities.  The position requires hand 

manipulation and repetitive hand movement and fine coordination in using a computer keyboard.  The position 

requires near and far vision in reading reports and use of a computer. Acute hearing is required in supporting 

meetings and providing phone and in-person customer service. The position occasionally requires lifting and/or 

moving objects up to 20 pounds.  SVCE will make reasonable accommodation of the known physical or mental 

limitations of a qualified applicant with a disability upon request. 

Licenses/Certificates: 

Possession and continued maintenance of a valid class C California driver’s license or the ability to provide 

alternate transportation as approved by the CEO and a safe driving record. 
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 DRAFT 1: JOB DESCRIPTION 

COMMUNITY OUTREACH MANAGER 

Summary 

The Community Outreach Manager works under general direction from the Director of Marketing & Public Affairs 

and has a wide range of responsibilities related to the implementation of marketing efforts for the Public Affairs 

team of SVCE. 

Job Description 

The Community Outreach Manager plans, tracks, and implements marketing campaigns by managing media buys 

and managing the development of ad content. In addition to managing the implementation and creation of 

marketing outreach programs, the Community Outreach Manager also oversees and reviews social media 

campaigns and posts. The Community Outreach Manager tracks and manages the SVCE Communications 

Budget expenditures. 

Supervisory Responsibilities 

This position requires supervisory responsibilities. 

Essential Duties and Responsibilities (Illustrative Only) 

 Plans and executes strategic marketing campaigns, collateral and promotional material that support 

business and community development goals. 

 Plans, organizes, and implements a wide variety of events including community meetings, press conferences 

and ribbon cutting ceremonies. 

 Provides supervision to assigned Public Affairs team staff members, including initial and annual performance 

evaluations. 

 Distributes press releases. 

 Tracks, coordinates and makes recommendations for SVCE sponsorships. 

 Tracks and coordinates print mailing campaigns with print vendor. 

 Plans, manages and reviews social media campaigns and posts.  

 Reviews and updates copy and digital SVCE collateral. 

 Organizes and plans local photoshoots. 

 Updates website as needed. 

 Prepares e-newsletters. 

 Prepares and distributes miscellaneous documents as needed such as information packets for interested 

parties. 

 Staffs SVCE community events and meetings. 

 Acts as liaison with third party contractors specific to the Public Affairs team. 

Minimum Qualifications 

Experience/Education 

Education and experience equivalent to a Bachelor’s degree in communications, marketing, public affairs or a 

related field and at least three (3) years of experience in the implementation of marketing efforts. Supervisory 
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experience and work in a public agency or utility are desirable. 

Knowledge of: 

 The organization and operations of a local government joint powers authority agency and concepts of public 

administration. 

 The history of Community Choice Aggregation legislation and implementation in California and the history, 

implementation and operation of SVCE. 

 Principles, techniques and methods of public information, integrated marketing communication, community 

and media relations and public education  

 Methods, operational characteristics, services, and activities necessary for effective community outreach.  

 Best practices for event planning. 

 Techniques and methods of preparing and reviewing information, news release and information materials 

including graphics and written copy  

 Principles, practices and methods of writing, publishing, and disseminating a variety of informational 

materials; of graphic design, photography, and printing  

 E-mail marketing platforms such as Constant Contact 

 Principles of management, supervision, training and performance evaluation  

 Microsoft Office Suite, Adobe Illustrator, Adobe InDesign, Adobe Photoshop, and Adobe Acrobat as well as 

web development tools such as Joomla, Dreamweaver and/or HTML 

Ability to: 

 Take responsibility and work independently, as well as through collaborative efforts 

 Convey complex information in a simple and understandable manner 

 Manage multiple priorities, meet deadlines, and quickly adapt to changing priorities in a fast paced dynamic 

environment 

 Achieve goals and provide accurate, timely, and meaningful progress updates 

 Work well under pressure 

 Be thorough and detail-oriented 

 Demonstrate patience, tact, and courtesy 

 Identify and solve problems effectively and expeditiously 

 Establish and maintain effective working relationships with persons encountered during the performance of 

duties  

 Direct, supervise and coordinate the work of assigned staff  

 Communicate effectively verbally, in writing, and through presentations  

 Make effective and dynamic presentations to community groups, governmental bodies and the SVCE Board 

and staff to achieve desired results 

 Exercise sound judgment, creative problem solving, effective dispute resolution, and commercial awareness  

 Provide excellent customer service and communicate clearly and effectively with customers  

 Understand, anticipate, and appreciate customer needs and concerns 

Working Conditions 

The physical demands described here are representative of those required for the position.  Position requires 

sitting, walking, standing, bending, and twisting in the performance of daily activities.  The position requires hand 

manipulation and repetitive hand movement and fine coordination in using a computer keyboard.  The position 

requires near and far vision in reading reports and use of a computer. Acute hearing is required in supporting 
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meetings and providing phone and in-person customer service. The position occasionally requires lifting and/or 

moving objects up to 20 pounds.  SVCE will make reasonable accommodation of the known physical or mental 

limitations of a qualified applicant with a disability upon request. 

Licenses/Certificates: 

Possession and continued maintenance of a valid class C California driver’s license or the ability to provide 

alternate transportation as approved by the CEO and a safe driving record. 
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 DRAFT 1: JOB DESCRIPTION 

COMMUNITY OUTREACH SPECIALIST 

Summary 

The Community Outreach Specialist works under direction of the Director of Marketing & Public Affairs or 

Community Outreach Manager and has a wide range of responsibilities for advancing Silicon Valley Clean 

Energy’s programs and conducting strategic community outreach and advocacy for the Public Affairs department. 

Job Description 

The Community Outreach Specialist works independently and in teams to interface with a wide range of 

community, stakeholder, and customer groups, conducting strategic outreach and community organizing efforts to 

advance SVCE programs and goals. The Community Outreach Specialist is responsible for cultivating and 

developing relationships with key stakeholder groups, and for communicating SVCE’s central messages 

consistently to target audiences via professional networking, printed literature, web-based material, electronic 

correspondence, public presentations, and verbal interactions. The incumbent also participates in community 

events, conducts outreach  local government representatives, and responds to inquiries from potential customers 

via email, telephone, and in-person dialogue.  

Essential Duties and Responsibilities (Illustrative Only) 

 Plan, organize and implement community outreach efforts to enhance marketing of SVCE services to the 

general public, customers, and public agencies.  

 Initiate and develop collaborative relationships with community members, local business owners, municipal 

staff, public officials, and other key stakeholders.  

 Cultivate partnerships and mobilize public support to expand public awareness of and increase enrollments 

in SVCE programs including 100% renewable energy option(s) via public events, social media, press 

coverage, e-mailing, customer visits, and cold calling. 

 Emphasize product and service features and benefits, quote costs, and discuss customer terms.  

 Deliver presentations to various community groups and local representatives.  

 Participate in public events to distribute information about SVCE and interact with members of the public.  

 Act as a liaison to local groups, civic institutions, and community-based organizations.  

Supervisory Responsibilities 

Supervisory responsibilities are not required for this position. 

Minimum Qualifications 

Experience/Education 

Education and experience equivalent to a Bachelor’s degree in communications, public administration, 

environmental planning or a related field and two (2) years of experience in community outreach, or equivalent 

experience. Experience working in a public utility and/or a Community Choice Aggregate program is desirable 

Knowledge of: 

 SVCE electric service options and customer programs  

 The mission and goals of SVCE  

 Environmental policy, public administration, and energy regulation  
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 Microsoft Office Suite including Excel, Word, PowerPoint and Adobe Acrobat  

 Diverse communities and cultures 

Ability to: 

 Take responsibility and work independently, as well as participate in team efforts.  

 Utilize strong interpersonal and phone etiquette skills, verbal communications, grammatical and professional 

business skill sets to promote and explain SVCE programs  

 Establish and maintain effective working relationships with persons encountered in the performance of duties  

 Enhance own development by taking responsibility for staying informed and up to date with industry 

knowledge 

 Exercise sound judgment in applying appropriate policies and procedures. 

 Demonstrate creative problem solving and commercial awareness.  

 Communicate effectively both verbally (by phone and in-person) and in written form. 

 Manage projects and time efficiently. 

 Effectively track customer interactions using customer relations management or similar system 

 Represent SVCE and promote its services with confidence and enthusiasm 

 Coordinate work with community groups  

 Manage multiple priorities and quickly adapt to changing priorities in a fast paced, dynamic environment  

 Develop or contribute to high-quality writing, research and communication work products.  

 Work accurately and swiftly under pressure  

 Demonstrate patience, tact, courtesy, and flexibility  

 Read, write and speak Spanish is desirable  

Willingness to 

 Work occasional overtime or on weekends and evenings 

Working Conditions 

The physical demands described here are representative of those required for the position.  Position requires 

sitting, walking, standing, bending, and twisting in the performance of daily activities.  The position requires hand 

manipulation and repetitive hand movement and fine coordination in using a computer keyboard.  The position 

requires near and far vision in reading reports and use of a computer. Acute hearing is required in supporting 

meetings and providing phone and in-person customer service. The position occasionally requires lifting and/or 

moving objects up to 20 pounds.  SVCE will make reasonable accommodation of the known physical or mental 

limitations of a qualified application with a disability upon request. 

Licenses/Certificates: 

Possession and continued maintenance of a valid class C California driver’s license or the ability to provide 

alternate transportation as approved by the CEO and a safe driving record. 
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 DRAFT 1: JOB DESCRIPTION 

DIRECTOR OF ADMINISTRATION & FINANCE 

Summary 

The Director of Administration & Finance works under the general direction of the Chief Executive Officer and has 

responsibility for a wide range of matters to support Silicon Valley Clean Energy’s (SVCE’s) internal functions 

including banking and budget oversight, accounting, contract management, information technology (IT) and 

security, office management and communications systems, human resources, and Board/Committee support. The 

incumbent provides mid-level support to the Chief Executive Officer (when he/she is unavailable) serving as a 

decision-maker as needed for administrative staff or on behalf of the team/organization. The position requires 

knowledge of business operations for an organization of approximately 25 people, vendor and contract 

management, public agency governance, finance and credit, customer service, and human resource/employment 

practices.   

Job Description 

The Director of Administration & Finance manages the planning, staffing and oversight of SVCE’s internal 

operations and serves as a member of the senior management team. The Director manages the day-to-day 

functions of SVCE’s internal operations and ensures consistent and efficient implementation of Agency 

operational and employment policies. 

Supervisory Responsibilities 

The Director of Administration & Finance manages the supervision of SVCE internal staff in the Administration 

and Finance team and external vendors and contractors/consultants. 

Essential Duties and Responsibilities (Illustrative Only) 

 In collaboration with the CEO, develops the strategic plan and implements goals and objectives, policy 

priorities, and procedures consistent with the SVCE’s mission, vision, and key performance measures. 

Utilizes performance planning techniques and analysis to evaluate the performance of SVCE and its staff 

in meeting established goals and objectives; reports findings and recommends improvements or policy 

changes to the CEO and Board as directed. 

 In collaboration with the CEO, develops the budget and is responsible for ongoing budget management, 

audits and review, recommending adjustments where necessary; assures appropriate expenditure of 

funds, assists with credit terms and loan structures, and monitors high-priority program expenses and 

projects. Assists with presentation of the budget and annual audit to the Board and public. 

 Conducts research, analyzes data, and evaluates issues and programs in order to analyze the impact of 

alternative policies and procedures on administrative and operational problems encountered; assists in 

evaluating, implementing and managing business strategies and sustainable business practices.  

 Develops, writes and presents staff reports and recommendations to the Board. 

 Oversees and supervises administrative and support functions including Board and committee agendas 

and materials, personnel and payroll functions, contract claims processing and tracking, and other office 

support functions. Reviews reports developed by staff to recommend approval or suggest changes. 

 Reviews and evaluates ongoing employment developments and compliance with local, Federal and State 

human resource laws; recommends policy amendments where necessary or beneficial. 

 Acts as Custodian of Records for SVCE, including, but not limited to, meeting records, legal and business 

records, correspondence and personnel files. Responds to Public Records Act requests and other public 
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agency service requirements. Answers complex inquiries and complaints from the public, community 

groups, private and public agencies, and others. 

 Establishes and oversees the Agency’s human resource function including: recruitment, classification, 

compensation and benefits, training, compliance and development/implementation of personnel policies. 

Closely works with other department directors to evaluate and track staff performance and staff 

development needs. Research and implement short and long-term staff development plans. 

 Manages consultants and contractors where necessary, including: development of vendor RFPs and 

contracts; review and selection of contractors; contract negotiations; development of performance 

standards and scopes of work; contract execution; and managing relationships with vendors and 

consultants. 

 Manages requirements for continual operations including facility and capital needs, such as but not 

limited to: lease agreements, permits, insurance policies, equipment, communications and IT systems, 

and other activities required to ensure proper Agency function and compliance. Anticipates SVCE’s 

infrastructure needs and plans for the future. 

 Assists in relations with, and provides staff support to, the Board of Directors and committees of the 

Board, coordinating Board activities, and resolving concerns. Directs and prepares Agency operation-

related documents for Board review, and manages resulting implementation plans.  

 Attends Board meetings and follows up on Board direction as necessary including implementation of CEO 

recommendations and Board actions.  

 Interacts with General Counsel on any legal matters related to Agency operations or governance. 

 Establishes and maintains relationships with appropriate agencies, consultants, professional groups and 

programs associated with SVCE management and operations.  

Minimum Qualifications 

Experience/Education 

Education or experience equal to a Bachelor’s or Master’s degree in business or public administration, 

organizational development, operations management, economics or a closely related field. A minimum of six (6) 

years of progressively responsible experience in a professional, personnel management, or fiscal staff position. 

Experience in managing staff and operations of a public utility or service organization with ratepayer customers. 

Public sector experience is strongly desired. 

Knowledge of:  

 Principles of business operations and management, strategic planning, budgeting and finance, human 

resource management and compliance, and general project management. 

 Personnel administration including recruitment, selection and training. Management techniques to train and 

supervise employees and implement employment policies 

 Board of Director functions and public agency governance procedures 

 Public finance and accounting principals; budget development and knowledge of various credit facilities. 

 Above average working knowledge of current software programs, including Microsoft Word, Power Point, 

Excel, Outlook, and Adobe Acrobat Professional 

 

 Ability to: 

 Plan, organize and manage all aspects of internal business operations of SVCE 

 Represent and communicate SVCE operational policies and procedures to internal Agency staff, the Board 

of Directors and external parties and vendors 
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 Identify complex problems, develop and implement solutions  

 Establish and maintain effective working relationships with persons encountered during the performance of 

duties  

 Perform data collection, interpretation and analysis pertaining to administrative, human resource, 

governance and fiscal matters 

 Develop and manage complex budgets and financing strategies 

 Communicate verbal and written ideas clearly and logically 

 Analyze administrative problems and stay current on IT systems, software and procedures  

 Effectively direct, supervise and coordinate the work of assigned staff 

 Manage IT services and information security for Agency records, customer data, employees and outside 

consultants 

 Manage multiple priorities, meet deadlines, and quickly adapt to changing priorities in a fast paced dynamic 

environment 

 Work well under pressure 

 Be thorough and detail-oriented 

 Demonstrate patience, tact, teamwork and commitment to superior service and performance 

 Communicate effectively verbally, in writing, and through presentations  

Working Conditions 

The physical demands described here are representative of those required for the position.  Position requires 

sitting, walking, standing, bending, and twisting in the performance of daily activities.  The position requires hand 

manipulation and repetitive hand movement and fine coordination in using a computer keyboard.  The position 

requires near and far vision in reading reports and use of a computer. Acute hearing is required in supporting 

meetings and providing phone and in-person customer service. The position occasionally requires lifting and/or 

moving objects up to 20 pounds.  SVCE will make reasonable accommodation of the known physical or mental 

limitations of a qualified applicant with a disability upon request. 

Licenses/Certificates: 

Possession and continued maintenance of a valid class C California driver’s license or the ability to provide 

alternate transportation as approved by the CEO and a safe driving record. 
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 DRAFT 1: JOB DESCRIPTION 

DIRECTOR OF MARKETING & PUBLIC AFFAIRS 

Summary 

The Director of Marketing & Public Affairs works under the general direction of the Chief Executive Officer to 

oversee development, management and implementation of programs that communicate, promote and market 

Silicon Valley Clean Energy (SVCE) and its programs and services. The Director of Marketing & Public Affairs 

directs, manages, and supervises SVCE’s Marketing and Public Affairs team, which is responsible for customer 

relations, account and billing services; business and community development; and public marketing and 

communications. The Director of Marketing & Public Affairs is also responsible for oversight of and collaboration 

with external consultants that support this function. 

Job Description 

The Director of Marketing & Public Affairs is responsible for directing and working collaboratively with internal staff 

and external consultants to guide, support and implement SVCE’s brand strategy in customer service, business 

and community development, public outreach and communications, as well as across all SVCE internal 

departments. The Director of Marketing & Public Affairs identifies strategies to increase overall engagement and 

participation of the community and is responsible for reputation management. The Director of Marketing & Public 

Affairs oversees and provides guidance for customer enrollments; customer retention; earned, owned, and paid 

media; community outreach; account management; billing resolution; publicity and media relations. The Director 

of Marketing & Public Affairs ensures that key, strategic messages are communicated effectively to target 

audiences and directs customer account management, customer relations and customer retention strategies. The 

Director of Marketing & Public Affairs manages and coordinates outside consultants retained to provide services 

such as call center and billing services, website services, graphics, writing, advertising, and other related work 

and is also responsible for communications-related budget preparation and tracking. The Director of Marketing & 

Public Affairs and his/her team represents SVCE to outside organizations and agencies, supports local events 

and makes presentations to community, elected and professional groups, Board of Directors, and staff. 

Supervisory Responsibilities 

The Director of Marketing & Public Affairs manages the supervision of internal marketing and public affairs staff. 

The incumbent also provides oversight for external marketing communications strategy, call center and data 

management consultants, and other external professional service providers supporting the division. 

Essential Duties and Responsibilities (Illustrative Only) 

Supervisory Duties  

 Plans and prepares for Marketing and Public Affairs staff recruitment and recommends the appointment of 

personnel 

 Plans, directs, and coordinates the goals and workplan for the Marketing and Public Affairs team  

 Assigns work activities, projects and programs; monitors workflow; reviews and evaluates work products, 

methods, and procedures; meets with staff to resolve related issues  

 Conducts performance evaluations, implements performance correction as needed, trains and coaches staff 

in work procedures 

 Evaluates data to determine success of Marketing and Public Affairs team towards reaching agency goals 

 Internal Communications  
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 Updates SVCE CEO and Board of Directors on customer service, marketing, communications, and public 

relations progress, projects and programs  

 Provides talking points and information to CEO, Board of Directors and staff to utilize for external and 

internal meetings and presentations  

Marketing Communications 

 Provides direction, guidance and review, in collaboration with staff and consultants, to plan and execute 

strategic marketing campaigns, collateral and promotional material that support business and community 

development goals  

 Provides direction, guidance and review of community outreach plans and business development plans to 

increase customer acquisition, encourage participation in various programs, and support customer retention  

 Collaborates with staff and consultants to maintain website design, capabilities, and content 

 Writes and reviews press releases, feature articles and other materials for newspaper, magazines and 

related venues  

 Develops and maintains relationships with print, radio and television media, community groups and 

organizations, business leaders, and other public agencies and governmental representatives  

 Oversees SVCE-sponsored social media (e.g. Facebook and Twitter) and e-newsletter distribution, event 

and sponsorship opportunities and SVCE sponsored press conferences and events  

 Develops strategies and implementation plans to respond to media inquiries and publicity, including 

misinformation campaigns  

 Serves as SVCE’s spokesperson with the media as needed 

Customer Account & Billing Services  

 Oversees resolution of billing issues, customer complaints, and technical issues that impact customers  

 Oversees functions of the call center and data manager to improve and streamline customer service  

 Acts as an agency liaison to local governments and community based organizations 

Minimum Qualifications 

Experience/Education 

Education and experience equivalent to a Bachelor’s Degree in communications, public administration, 

environmental planning, business, marketing or a related field and at least six (6) years of progressively 

responsible experience in a supervisory or management role in the field of public affairs.  Experience working for 

a public utility or a Community Choice Aggregation program is desirable. 

Knowledge of: 

 The organization of local government and concepts of public administration  

 The history of Community Choice Aggregation legislation and implementation in California 

 Principles, techniques and methods of public information, integrated marketing communication, community 

and media relations and public education  

 Methods, operational characteristics, services, and activities necessary for effective community outreach.  

 Public policy process, local and regional government and environmental issues  

 Principles and practices of public speaking, public presentations and event planning  

 Principles of management, supervision, training and performance evaluation  

 Techniques and methods of preparing and reviewing information, news release and information materials 

including graphics and written copy  
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 Principles, practices and methods of writing, publishing, and disseminating a variety of informational 

materials; of graphic design, photography, and printing  

 Microsoft Office Suite, Adobe Illustrator, Adobe InDesign, Adobe Photoshop, and Adobe Acrobat as well as 

web development tools such as Joomla, Dreamweaver and/or HTML 

 E-mail marketing platforms such as Constant Contact 

 Research and statistical methods as applied to the collection, tabulation and analysis of data 

Ability to: 

 Take responsibility and work independently, as well as coordinate collaborative efforts and achieve work 

goals with and through first line supervisors 

 Convey complex information in a simple and understandable manner 

 Manage multiple priorities, meet deadlines, and quickly adapt to changing priorities in a fast paced dynamic 

environment 

 Achieve goals and provide accurate, timely, and meaningful progress updates 

 Work well under pressure 

 Be thorough and detail-oriented 

 Demonstrate patience, tact, and courtesy 

 Identify and solve problems effectively and expeditiously 

 Establish and maintain effective working relationships with persons encountered during the performance of 

duties  

 Direct, supervise and coordinate the work of assigned staff  

 Communicate effectively verbally, in writing, and through presentations  

 Make effective and dynamic presentations to community groups, governmental bodies and the SVCE Board 

and staff to achieve desired results 

 Exercise sound judgment, creative problem solving, effective dispute resolution, and commercial awareness  

 Provide excellent customer service and communicate clearly and effectively with customers  

 Understand, anticipate, and appreciate customer needs and concerns 

Working Conditions 

The physical demands described here are representative of those required for the position.  Position requires 

sitting, walking, standing, bending, and twisting in the performance of daily activities.  The position requires hand 

manipulation and repetitive hand movement and fine coordination in using a computer keyboard.  The position 

requires near and far vision in reading reports and use of a computer. Acute hearing is required in supporting 

meetings and providing phone and in-person customer service. The position occasionally requires lifting and/or 

moving objects up to 20 pounds.  SVCE will make reasonable accommodation of the known physical or mental 

limitations of a qualified applicant with a disability upon request. 

Licenses/Certificates: 

Possession and continued maintenance of a valid class C California driver’s license or the ability to provide 

alternate transportation as approved by the CEO and a safe driving record. 
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 DRAFT 1: JOB DESCRIPTION 

DIRECTOR OF POWER RESOURCES 

Summary 

The Director of Power Resources, under direction of the Executive Officer, has responsibility for a wide range of 

matters to support the Silicon Valley Clean Energy (SVCE) resource planning, analysis, and management of the 

Utilities’ energy supply portfolio and procurement efforts. The Director of Power Resources works with the public, 

legislative and regulatory agencies, project developers, brokers, and consultants providing direction and 

information on specific programs and projects. Responsibilities include research and due diligence with respect to 

potential power supply opportunities, negotiation and administration of power purchase agreements, contractor 

performance monitoring and dispute resolution, invoice validation, issue identification and compliance oversight. 

The Director of Power Resources is also responsible for the preparation of certain regulatory compliance reports 

focused on resource procurement, climate impacts, annual greenhouse gas inventory and emissions reporting, 

and preparation of informational material for the SVCE Board and public regarding power supply resource 

allocations. The Director of Power Resources Director will direct development and administration of energy 

programs, such as feed-in tariff, incentives to accelerate local solar development, and a demand response 

program. 

Job Description 

The Director of Power Resources performs assignments under direction of the Chief Executive Officer and works 

closely with SVCE’s technical team including external consultants. This position interfaces with developers and 

brokers of power and other interested parties to assist with the identification of power supply opportunities that are 

appropriate for SVCE’s power mix. The incumbent may be responsible for administering request for proposal 

(RFP) processes, SVCE’s ‘open season’ process (for renewable energy procurement), and assessing unsolicited 

proposals. The position will be responsible for developing staff reports, for submittal to the SVCE Board and 

reviewing and analyzing proposal materials from developers and brokers of conventional and renewable 

electricity. 

Supervisory Responsibilities 

The Director of Power Resources supervises positions assigned to the Power Resources team. 

Essential Duties and Responsibilities (Illustrative Only) 

 Direct and participate in the administration of RFP processes, the open season process and the assessment 

of unsolicited proposals 

 Review and analyze proposals for electric power supply submitted to SVCE by developers and brokers 

 Assist in preparation and presentation of information and recommendations to assist SVCE staff and Board 

in assessing and identifying ‘best fit’ market opportunities for SVCE 

 Prepare materials for the SVCE Board and its Committees as well as SVCE staff to facilitate policy 

discussions related to procurement and resource planning 

 Assist in preparation and updates of reports of wholesale energy products and resource planning studies to 

yield a portfolio of supply resources to best meet the agency’s needs 

 Lead or participate in interactions with power developers and brokers during pre-contract discussions, 

contract negotiations and Board discussion 

 Assist with the administration of SVCE power contract portfolio, evaluate the SVCE resource portfolio and 

recommend adjustments 
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 Lead or participate in the negotiation and writing of contracts for the purchase and/or sales of electric 

resources  

 Manage performance auditing and monitoring for existing SVCE contracts 

 Manage the administration of SVCE’s various renewable energy certificate accounts within the WREGIS 

system 

 Direct the preparation of compliance reports and materials related to SVCE power supply, including those 

required by the California Public Utilities Commission (CPUC), California Energy Commission (CEC), The 

Climate Registry, and the Department of Energy (DOE) 

 Manage the development and implementation of customer energy management programs, such as feed-in 

tariff, incentives to accelerate local solar development, and demand response programs 

 Keep abreast of developments in resource planning processes and in energy resource technologies, seeking 

out new technologies from public or private sources, evaluating new supplies as appropriate 

 Represent SVCE on external agencies' task forces and working groups as assigned 

Minimum Qualifications 

Experience/Education 

Education and experience equivalent to a Bachelor’s degree in engineering, finance, economics or accounting, 

supplemented by a minimum of five (5) years of progressively responsible experience at an electric utility, 

municipal utility, a Community Choice Aggregation program or in a closely related field. Technical experience in 

the utility industry is required. A Master’s degree is desirable. 

Knowledge of: 

 Energy generation technologies including carbon neutral electric energy, conventional energy, and 

renewable energy such as wind, biomass, geothermal, solar, concentrating solar, and hydroelectric 

 Procurement process and use of renewable energy certificates to support mandatory and voluntary 

compliance programs 

 The California Independent System Operator (CAISO) settlement process 

 The structure and content of standard power purchase agreements for various resource types 

 California’s Renewables Portfolio Standard, Power Content Label and Power Source Disclosure program 

 Power scheduling 

 Power purchase agreement structures, general terms and conditions and basic requirements. 

 Principles and practices of customer energy management including solar and other renewable technologies, 

demand management, and energy conservation. 

 The Western Renewable Energy Information System (WREGIS) 

 Regulatory reporting and compliance requirements of the California Public Utilities Commission (CPUC). 

 Microsoft Office software including Excel, Word and PowerPoint 

 Principles of management, supervision, training and performance evaluation 

Ability to: 

 Take responsibility and work independently, as well as coordinate collaborative efforts and achieve work 

goals with and through first line supervisors 

 Convey complex information in a simple and understandable manner 

 Manage multiple priorities, meet deadlines, and quickly adapt to changing priorities in a fast paced dynamic 

environment 

 Achieve goals and provide accurate, timely, and meaningful progress updates 
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 Work accurately and swiftly under pressure 

 Be thorough and detail-oriented 

 Demonstrate patience, tact, and courtesy 

 Identify and solve problems effectively and expeditiously 

 Establish and maintain effective working relationships with persons encountered during the performance of 

duties, including developers and power brokers, commercial partners, SVCE staff team and Board Directors  

 Direct, supervise and coordinate the work of assigned staff  

 Communicate effectively verbally, in writing, and through presentations  

 Prepare high quality research, reports and request for proposals 

 Perform quantitative data and statistical analysis (including Levelized Cost of Service (LCOE) and Net 

Present Value (NPV)) and effectively communicate results to others 

 Effectively interpret and apply contract language and commercial agreements 

 Evaluate contractor performance and potential project opportunities, and project siting, permitting and 

interconnection issues 

 Exercise sound judgment, creative problem solving, effective dispute resolution, and commercial awareness  

 Provide excellent customer service and communicate clearly and effectively with customers  

 Understand, anticipate, and appreciate customer needs and concerns 

Working Conditions 

The physical demands described here are representative of those required for the position.  Position requires 

sitting, walking, standing, bending, and twisting in the performance of daily activities.  The position requires hand 

manipulation and repetitive hand movement and fine coordination in using a computer keyboard.  The position 

requires near and far vision in reading reports and use of a computer. Acute hearing is required in supporting 

meetings and providing phone and in-person customer service. The position occasionally requires lifting and/or 

moving objects up to 20 pounds.  SVCE will make reasonable accommodation of the known physical or mental 

limitations of a qualified applicant with a disability upon request. 

Licenses/Certificates: 

Possession and continued maintenance of a valid class C California driver’s license or the ability to provide 

alternate transportation as approved by the CEO and a safe driving record. 
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 DRAFT 1: JOB DESCRIPTION 

FINANCE MANAGER 

Summary 

The Finance Manager works under general direction of the Silicon Valley Clean Energy’s Director of 

Administration and Finance and is responsible for undertaking and supporting substantive tasks and projects 

including planning and development in the area of SVCE business and finance, generally addressing the evolving 

needs of SVCE, and performing other related duties as assigned. 

Class Characteristics 

This position requires a high level of skill, knowledge, and ability in budget and project management and requires 

initiative, judgment, discretion, a strong ability to expedite and complete projects, and the ability to make 

recommendations within established legal and policy frameworks established by the CEO and the Board of 

Directors and in accordance with state and federal laws and regulatory agency procedures and orders. 

Essential Duties and Responsibilities (Illustrative Only) 

 Plans, organizes, and participates in various business and financial operations, providing guidance and 

leadership when needed 

 Coordinates, oversees and performs professional-level work in areas such as: budget development, 

financial administration and reporting, revenue allocation, and management and policy analysis in 

collaboration with existing SVCE partners and staff 

 Plans and conducts administrative, organizational, and operational studies related to the business and 

financial operations of SVCE as needed 

 Acts as SVCE’s representative and liaison with financial institutions and with business, professional and 

community organizations 

 Coordinates and implements programs and projects related to finance and other SVCE functions  

 Prepares narrative and statistical reports, correspondence, spreadsheets and graphics  

 Maintains accurate financial records  

 Reviews, prepares, interprets and applies business and financial policies and procedures 

 Collects and analyzes data, evaluates alternatives, makes recommendations and prepares reports; and 

may assist in or coordinate implementation of recommendations after approval 

 Prepares a variety of analytical reports, correspondence, policies, procedures and other written materials 

 May make oral presentations to the Board of Directors, staff and the public 

Minimum Qualifications 

Experience/Education 

Education and experience equal to a Master’s Degree in business, economics, finance, accounting, or a related 

field and at least six (6) years’ experience in one of the above fields. Business and finance experience with a 

public agency and/or a utility company is desirable. 

Knowledge of: 
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 Principles and practices of modern public financial services including program planning, implementation 

and evaluation; budget development, analysis, and controls 

 State and federal laws, regulations and case law pertaining to California local government financial 

responsibilities and related practices 

 Principles and effective practices of a broad range of financial areas 

 Functions and operations of a local government public agency 

 Modern office procedures and methods, including records management and automation and computer 

applications and software  

 Modern technology, systems and software designed to assist in the computerized management of 

information 

 Research methodology, policy development, report writing and basic statistical techniques 

 Principles and practices of program management, project management, and long-range planning 

 Regulatory agencies, including the California Public Utilities Commission 

 Community Choice Aggregation (CCA) purpose and functions 

Ability to 

 Develop and manage business and finance projects for a public agency 

 Perform data collection, interpretation and analysis pertaining to administrative and financial matters 

 Understand and explain complex business and financial plans 

 Prepare a variety of analytical and statistical reports 

 Communicate effectively verbally, in writing and through presentations 

 Establish and maintain effective working relationships with persons encountered during the performance 

of duties 

 Manage multiple priorities, meet deadlines, and quickly adapt to changing priorities in a fast paced 

dynamic environment 

 Work well under pressure 

 Be thorough and detail oriented 

 Demonstrate patience, tact, teamwork, and commitment to superior service and performance 

Working Conditions 

The physical demands described here are representative of those required for the position.  Position requires 

sitting, walking, standing, bending, and twisting in the performance of daily activities.  The position requires hand 

manipulation and repetitive hand movement and fine coordination in using a computer keyboard.  The position 

requires near and far vision in reading reports and use of a computer. Acute hearing is required in supporting 

meetings and providing phone and in-person customer service. The position occasionally requires lifting and/or 

moving objects up to 20 pounds.  SVCE will make reasonable accommodation of the known physical or mental 

limitations of a qualified applicant with a disability upon request. 

Licenses/Certificates: 

Possession and continued maintenance of a valid class C California driver’s license or the ability to provide 

alternate transportation as approved by the CEO and a safe driving record. 
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 DRAFT 1: JOB DESCRIPTION 

GENERAL COUNSEL & DIRECTOR OF GOVERNMENT AFFAIRS 

Summary 

The General Counsel & Director of Government Affairs works under direction from the Chief Executive Officer and 

has responsibility for a wide range of Silicon Valley Clean Energy (SVCE) legal and regulatory matters, with 

particular emphasis on Agency contracting; municipal law; regulatory affairs; legislative affairs; project finance and 

energy supply transactions; ethics; and, oversight of and collaboration with external legal counsel as may be 

needed to augment legal support for Agency operations, regulatory proceedings and complex power supply 

agreements.  

Job Description 

The General Counsel & Director of Government Affairs provides legal advice and guidance regarding a range of 

legal and policy matters affecting SVCE, including regulatory affairs, State legislative developments, project 

finance, municipal law and contract law. The incumbent also researches and prepares written and oral advice for 

the Chief Executive Officer and Board of Directors on related legal issues and performs managerial and project 

management tasks as necessary. The General Counsel & Director of Government Affairs represents, and 

oversees the representation of SVCE before various regulatory and legislative bodies in matters affecting 

community choice aggregators (CCAs) and other electric utilities. Working with staff, any necessary outside 

counsel and consultants, this includes but is not limited to: ratemaking proceedings, investigations, various 

rulemakings, compliance matters and proposed legislation, drafting applications, briefs, legal memoranda, and 

discovery requests/responses. The Director also supervises the preparation of the testimony and exhibits of 

expert witnesses; examines and cross-examines witnesses, and presents oral argument as may be needed; 

participates in regulatory and contract negotiations and settlement discussions. The incumbent develops and 

responds to legislative policy and works with internal staff and external contractors to implement proposed 

legislative activities. The General Counsel & Director of Government Affairs also directs and works collaboratively 

with external counsel from a wide range of related specialties. 

Supervisory Responsibilities 

The General Counsel & Director of Government Affairs manages the activities of the Regulatory/Legislative 

Analyst and any external legal resources and/or other external consultants supporting the functions of the 

Division.  

Essential Duties and Responsibilities (Illustrative Only) 

 Renders legal advice, administers legal services and works collaboratively with internal staff and external 

counsel and contractors on a variety of regulatory, legislative and legal matters affecting SVCE and/or its 

customers.  

 Represents and oversees representation of SVCE in energy-related administrative proceedings before the 

CA Public Utility Commission and other regulatory bodies.  

 Represents and oversees representation of SVCE in energy-related legislative activity at the State Capitol 

and locally as needed 

 Reviews and recommends Agency policies, priorities and responses related to regulatory and legislative 

actions.  

 Prepares and reviews SVCE contracts for content and form.  

 Updates SVCE Board of Directors on regulatory and legislative developments.  

 Works with the CEO and appropriate staff to negotiate, draft, and close a range of SVCE transactions 
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including vendor contracts, power purchase agreements, and credit agreements.  

 Participates in SVCE management activities, including assisting in strategic planning, budget and forecast 

analysis, contractual reporting, annual audit, and other tasks as required. 

Minimum Qualifications 

Experience/Education 

Juris Doctor degree from a leading university; supplemented by seven (7) years of progressively responsible 

experience as an attorney working on complex regulatory or energy matters at a reputable law firm or as in-house 

counsel; or an equivalent combination of education, training, and experience. Background in energy regulation, 

finance/economics, energy contracting, or engineering desirable. Current active membership in the State Bar of 

California required. 

Knowledge of: 

 Energy procurement transactions, municipal law, ethics, and other areas of law.  

 Energy-related regulatory participation and legislative affairs.  

 Structuring, financing, and implementing complex energy projects, including drafting and negotiating power 

purchase agreements and security agreements.  

 Finance transactions, including bond and loan transactions. 

Ability to: 

 Focus, direct and manage the efforts of subordinate staff and external legal, regulatory and legislative 

resources.  

 Manage multiple priorities and quickly adapt to changing priorities in a fast paced dynamic environment.  

 Take responsibility and work independently, as well as coordinate team efforts.  

 Draft and review complex legal briefings, legal opinions, white papers, and related correspondence 

 Be thorough and detail-oriented.  

 Work accurately and swiftly under pressure.  

 Demonstrate patience, tact, and courtesy.  

 Establish and maintain effective working relationships with those encountered during the performance of 

duties. 

Working Conditions 

The physical demands described here are representative of those required for the position.  Position requires 

sitting, walking, standing, bending, and twisting in the performance of daily activities.  The position requires hand 

manipulation and repetitive hand movement and fine coordination in using a computer keyboard.  The position 

requires near and far vision in reading reports and use of a computer. Acute hearing is required in supporting 

meetings and providing phone and in-person customer service. The position occasionally requires lifting and/or 

moving objects up to 20 pounds.  SVCE will make reasonable accommodation of the known physical or mental 

limitations of a qualified applicant with a disability upon request. 

Licenses/Certificates: 

Current, active membership in the State Bar of California. Possession and continued maintenance of a valid class 

C California driver’s license or the ability to provide alternate transportation as approved by the CEO and a safe 

driving record. 
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 DRAFT 1: JOB DESCRIPTION 

POWER CONTRACTS & COMPLIANCE MANAGER 

Summary 

The Power Contracts & Compliance Manager, under general direction of the Director of Power Resources, has 

responsibility for contract monitoring, facilitation, and management as well as invoice review and validation to 

support Silicon Valley Clean Energy (SVCE) power supply contracts. 

The position may assist in the administration of power procurement processes, ongoing correspondence with 

counterparties including contract development and performance tracking, and compliance with regulatory 

requirements related to power supply. 

Job Description 

The Power Contracts & Compliance Manager performs assignments under general direction of the Director of 

Power Resources as part of the Power Resources team and works closely with SVCE’s technical team including 

external consultants. This position provides support to the Director of Power Resources by developing and 

reviewing contracts for power supply and reviewing, validating and processing power supply invoices for payment, 

and supporting filings required to ensure compliant operations.  

Supervisory Responsibilities 

This position may have lead worker and/or supervisory responsibilities. 

Essential Duties and Responsibilities (Illustrative Only) 

 
Power Supply Contract Facilitation 

 Under direction of the Director of Power Resources, establish standard operating procedures, protocols and 

safeguards to ensure procurement team decision making processes are aligned with agency goals. 

 Assist with drafting of new vendor and supplier agreements. 

 Serve as point of contact for counterparties in negotiations for supply agreements. 

 Assist with creation of materials to facilitate Board review of potential supplier agreements include staff 

reports, supporting information, and presentation materials. 

 Manage stakeholder relationships, including PPAs, interconnection, staff and consultants, permitting 

agencies, community and public relations.  

 Assist with the administration of RFP processes, the open season process and the assessment of 

unsolicited proposals. 

 Conduct research and other due diligence to compile relevant information as needed for staff, technical 

consultants, legal consultants and Board members. 

 Track all steps needed to reach contract finalization, up to, and including, contract execution. 

 Maintain current knowledge of regulatory/legislative trends and changes as wells as current and future 

market conditions. 

 Prepare materials to facilitate SVCE policy discussions related to procurement and resource planning. 

 

Performance Monitoring 

 Monitoring and management of assigned counterparty relationships to support performance and contract 
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compliance. 

 Performance auditing and monitoring for power supply contracts, including contract milestones and 

deliverables. 

 Manage vendor and contractor agreements 

 Maintain and update files as needed 

 

Invoice Management and Validation 

 Identify opportunities for portfolio optimization, budget savings, congestion cost avoidance and project 

development 

 Interface with power suppliers and contractors regarding timely invoicing 

 Receive, file and process invoices in a timely and correct manner 

 Perform validation on invoices as assigned to insure accurate charges and credits have been applied 

 CAISO statement validation and CAISO cost recovery from counterparties as provided for in contract terms 

 Track invoice payments and prepare related reports to management, technical team and external accountant 

 Resolve, or provide support in resolving invoice and billing issues 

 Provide information to assist external accountant with problem resolution 

 

Compliance and Power Supply Planning 

 May assist in preparation and presentation of information and recommendations to assist SVCE staff and 

Board in assessing and identifying ‘best fit’ market opportunities for SVCE. 

 May assist in tracking changes during contract negotiation for the purchase and/or sales of electric resources 

and Renewable Energy Credits (RECs). 

 Manage SVCE’s various renewable energy certificate accounts within the WREGIS system. 

 Prepare or assist with compliance reports and materials related to SVCE power supply, including those 

required by the California Public Utilities Commission (CPUC), California Energy Commission (CEC), The 

Climate Registry and the Department of Energy (DOE). 

Minimum Qualifications 

Experience/Education 

Education and experience equivalent to a Bachelor’s degree in engineering, business, economics or accounting, 

supplemented by a minimum of five (5) years of progressively responsible experience at an electric utility, 

municipal utility, Community Choice Aggregation program or in a closely related field. Technical experience in the 

management of contracts is required. 

Knowledge of: 

 Principles and practices of contract management 

 Energy generation technologies including carbon neutral electric energy, conventional energy, and 

renewable energy such as wind, biomass, geothermal, solar, concentrating solar and hydroelectric 

 Procurement process and use of renewable energy certificates to support mandatory and voluntary 

compliance programs 

 The California Independent System Operator (CAISO) settlement process 

 The structure and content of standard power purchase agreements for various resource types 

 Renewable energy project development including environmental and local use permitting, interconnection 

agreements and processes 
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 California’s Renewables Portfolio Standard, Power Content Label and Power Source Disclosure Programs 

 Power scheduling 

 Power purchase agreement structures, general terms and conditions and basic requirements 

 The Western Renewable Energy Information System (WREGIS) 

 Regulatory reporting and compliance requirements of the California Public Utilities Commission (CPUC) 

 Microsoft Office software including Excel, Word, PowerPoint and Project 

 Principles of team leadership, supervision, and training 

Ability to: 

 Take responsibility and work independently, as well as work as a team member 

 Convey complex information in a simple and understandable manner 

 Manage and track multiple priorities, meet deadlines, and quickly adapt to changing priorities in a fast paced 

dynamic environment 

 Achieve goals and provide accurate, timely, and meaningful progress updates 

 Work accurately and swiftly under pressure 

 Be thorough and detail-oriented 

 Demonstrate patience, tact, and courtesy 

 Identify and solve problems effectively and expeditiously 

 Establish and maintain effective working relationships with persons encountered during the performance of 

duties, including counterparties, consultants, SVCE team members, and Board Directors 

 Communicate effectively verbally, in writing, and through presentations  

 Prepare high quality research, reports and other written work products 

 Perform quantitative data and statistical analysis and effectively communicate results to others. 

 Effectively interpret and apply contract language and commercial agreements 

 Evaluate contractor performance; potential project opportunities; and project siting, permitting and 

interconnection issues 

 Exercise sound judgment, creative problem solving, effective dispute resolution, and commercial awareness  

Working Conditions 

The physical demands described here are representative of those required for the position.  Position requires 

sitting, walking, standing, bending, and twisting in the performance of daily activities.  The position requires hand 

manipulation and repetitive hand movement and fine coordination in using a computer keyboard.  The position 

requires near and far vision in reading reports and use of a computer. Acute hearing is required in supporting 

meetings and providing phone and in-person customer service. The position occasionally requires lifting and/or 

moving objects up to 20 pounds.  SVCE will make reasonable accommodation of the known physical or mental 

limitations of a qualified applicant with a disability upon request. 

Licenses/Certificates: 

Possession and continued maintenance of a valid class C California driver’s license or the ability to provide 

alternate transportation as approved by the CEO and a safe driving record. 
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 DRAFT 1: JOB DESCRIPTION 

POWER RESOURCE PLANNING & PROGRAMS ANALYST 

Summary 

The Power Resource Planning & Programs Analyst, under general direction of the Power Contracts & 

Compliance Manager, has responsibility for power portfolio monitoring, tracking and resolution of CAISO 

Statement discrepancies, risk mitigation, and operations reporting as well as invoice review and validation to 

support the SVCE power supply portfolio. The position may assist in the administration of procurement processes, 

ongoing correspondence with counterparties including performance tracking, and other duties to support supply 

planning, program development and compliance. 

Job Description 

The Power Resource Planning & Programs Analyst performs assignments under general direction as part of the 

Power Resources team and works closely with SVCE’s technical team including external consultants, portfolio 

manager, and scheduling coordinator. This position provides support by developing reports and reviewing CAISO 

Statements, analyzing transactions, and identifying imbalance energy impacts and monitoring Congestion 

Revenue Rights (CRR) positions for existing and potential power supply contracts as well as reviewing, validating 

and processing power supply invoices for payment.  This position also provides analysis to support power 

resource planning, regulatory compliance, and the development of customer energy programs. 

Supervisory Responsibilities 

This position does not have lead worker and/or supervisory responsibilities 

Essential Duties and Responsibilities (Illustrative Only) 

 
Power Supply Contract Facilitation 

 Under direction, establish standard operating procedures, protocols and safeguards to ensure procurement 

team decision making processes are aligned with agency goals 

 Evaluate congestion impacts of contracted physical paths and identify financially advantageous paths for 

nomination to the annual, monthly, and quarterly CAISO allocations and auctions 

 Responsible for developing and monitoring positions and completing risk analysis for energy generation and 

trading portfolio 

 Work with consultants, vendors, scheduling coordinator, and senior management to analyze risk and value 

around complex transactions and portfolio positions, including power generation, load forecasts and load 

scheduling, hedging strategies 

 Interact with IT consultants and scheduling software vendor for process improvements to resolve system and 

application issues 

 Work with accounting and settlement groups to deliver critical financial reporting information 

 Serve as point of contact for counterparties in ensuring compliance with supply agreements  

 Assist with creation of materials to facilitate Board review of counterparty performance with supplier 

agreements, and staff reports 

 Assist as needed with the administration of RFP processes, the open season process and the assessment of 

unsolicited proposals 

 Conduct research and other due diligence to compile relevant information as needed for staff, technical 
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consultants, legal consultants and Board members 

 Maintain current knowledge of regulatory/legislative and market trends and changes as wells as current and 

future market conditions 

 Prepare materials to facilitate SVCE policy discussions related to procurement and resource planning 

 

Performance Monitoring 

 Monitoring and management of assigned counterparty relationships to support performance and contract 

compliance 

 Performance auditing and monitoring for power supply contracts, including contract milestones and 

deliverables 

 Manage vendor and contractor agreements 

 Maintain and update files as needed 

 

Invoice Management and Validation 

 Identify opportunities for portfolio optimization, budget savings, congestion cost avoidance and project 

development 

 Interface with power suppliers and contractors regarding timely invoicing 

 Receive, file and process invoices in a timely and correct manner 

 Perform validation on invoices as assigned to insure accurate charges and credits have been applied 

 CAISO statement validation and CAISO cost recovery from counterparties as provided for in contract terms 

 Track invoice payments and prepare related reports to management, technical team and external accountant 

 Resolve, or provide support in resolving invoice and billing issues 

 Provide information to assist external accountant with problem resolution 

 

Compliance and Customer Program Development 

 Analyze trends and projections to facilitate program development and resource planning 

 May review and analyze proposals for electric power supply submitted to SVCE by developers and brokers 

and provide summary information for staff and technical team 

 May assist in tracking and preparation of compliance reports and materials related to SVCE power supply 

Minimum Qualifications 

Experience/Education 

Education and experience equivalent to a Bachelor’s degree in engineering, business, economics, operations 

research, or accounting, supplemented by a minimum of three (3) years of progressively responsible experience 

in electric utility power settlements, a Community Choice Aggregation or Direct Access program or in a closely 

related field. Technical experience in the management of CAISO Settlements is required. 

Knowledge of: 

 Energy generation technologies including carbon neutral electric energy, conventional energy, and 

renewable energy such as wind, biomass, geothermal, solar, concentrating solar, and hydroelectric 

 Procurement process and use of renewable energy certificates to support mandatory and voluntary 

compliance programs 

 The California Independent System Operator (CAISO) settlement process 
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 The structure and content of standard power purchase agreements for various resource types 

 Renewable energy project development including environmental and local use permitting, interconnection 

agreements and processes 

 California’s Renewables Portfolio Standard, Power Content Label and Power Source Disclosure program 

 Power scheduling and settlement 

 The Western Renewable Energy Information System (WREGIS) 

 Regulatory reporting and compliance requirements of the California Public Utilities Commission (CPUC). 

 Microsoft Office software including Excel, Word and PowerPoint, Project 

Ability to: 

 Take responsibility and work independently, as well as work as a team member 

 Convey complex information in a simple and understandable manner 

 Manage and track multiple priorities, meet deadlines, and quickly adapt to changing priorities in a fast paced 

dynamic environment 

 Achieve goals and provide accurate, timely, and meaningful progress updates 

 Work accurately and swiftly under pressure 

 Be thorough and detail-oriented 

 Demonstrate patience, tact, and courtesy 

 Identify and solve problems effectively and expeditiously 

 Establish and maintain effective working relationships with persons encountered during the performance of 

duties, including counterparties, consultants, SVCE team members, and Board Directors 

 Communicate effectively verbally, in writing, and through presentations  

 Prepare high quality research, reports and other written work products 

 Perform quantitative data and statistical analysis and effectively communicate results to others. 

 Effectively interpret and apply contract language and commercial agreements 

 Evaluate contractor performance; potential project opportunities; and project siting, permitting and 

interconnection issues 

 Exercise sound judgment, creative problem solving, effective dispute resolution, and commercial awareness  

Working Conditions 

The physical demands described here are representative of those required for the position.  Position requires 

sitting, walking, standing, bending, and twisting in the performance of daily activities.  The position requires hand 

manipulation and repetitive hand movement and fine coordination in using a computer keyboard.  The position 

requires near and far vision in reading reports and use of a computer. Acute hearing is required in supporting 

meetings and providing phone and in-person customer service. The position occasionally requires lifting and/or 

moving objects up to 20 pounds.  SVCE will make reasonable accommodation of the known physical or mental 

limitations of a qualified applicant with a disability upon request. 

Licenses/Certificates: 

Possession and continued maintenance of a valid class C California driver’s license or the ability to provide 

alternate transportation as approved by the CEO and a safe driving record. 
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 DRAFT 1: JOB DESCRIPTION 

REGULATORY/LEGISLATIVE ANALYST 

 

Summary 

The Regulatory/Legislative Analyst works under general direction from the General Counsel & Director of 

Government Affairs and has responsibility for a wide range of Silicon Valley Clean Energy (SVCE) regulatory and 

legislative matters, with particular emphasis on representation of SVCE’s interests at the California Public Utilities 

Commission (CPUC). The Regulatory/Legislative Analyst evaluates proposed regulatory policies to assess the 

impact on SVCE, develops SVCE positions on issues, and develops analyses, written reports, and presentation 

materials to support SVCE’s position. The Regulatory/Legislative Analyst may be assigned to assist in the work of 

other SVCE teams, and in that role may represent SVCE in administrative proceedings before applicable 

regulatory agencies. This position performs related work and other analytic tasks for SVCE as required.  

Job Description 

The Regulatory/Legislative Analyst works independently to perform assignments under the general direction of 

the General Counsel & Director of Government Affairs. The incumbent participates as an SVCE representative 

before various regulatory agencies, including the CPUC, in matters affecting community choice aggregators 

(CCAs) and other electric utilities, including in ratemaking proceedings, rulemakings, and proposed rules and 

regulations. The Regulatory/Legislative Analyst is tasked with reviewing and drafting comments and briefs; 

providing technical and/or analytic input on regulatory matters; preparation of data requests, testimony, and 

hearing exhibits, participation in administrative hearings; and researching and preparing legislative policy 

responses at the State and local levels.  

Supervisory Responsibilities 

This position may have some staff supervisory responsibilities if Division expands and may have oversight 

responsibility for external contractors depending on the project.  

Essential Duties and Responsibilities (Illustrative Only) 

 Develop high-level policy and responses for key regulatory issues affecting SVCE, including strategy and 

prioritization of regulatory and legislative action for General Counsel and CEO consideration. 

 Represent SVCE in regulatory proceedings through preparation of data requests, written responses, 

position papers, analytical models, testimony, and exhibits.  

 Track, review, analyze and summarize filings prepared by utilities and other entities that could impact 

SVCE and its customers. 

 Track, analyze and interpret regulatory proposals, legislation, and other policy issues with an eye toward 

impact on and response from SVCE.   

 Under direction of the General Counsel & Director of Government Affairs, work closely with technical 

experts and external regulatory counsel to develop effective and persuasive communications before the 

CPUC, CA Energy Commission, CA Legislature and any other legal or regulatory body as may be 

needed. 
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Minimum Qualifications 

Experience/Education 

Education and experience equal to a Master’s degree in economics, business administration, environmental 

science, or public policy, and a minimum of four (4) years of progressively responsible experience in regulatory 

and legislative affairs at an electric utility or regulatory agency with emphasis on electric procurement issues, 

energy efficiency or closely related field. 

Knowledge of: 

 California electric utility regulatory issues, CPUC regulatory practices, protocols, and procedures.  

 California utility rate design, electric resource planning, demand resource solutions and regulatory relations.  

 California legislative process and protocols 

 Microsoft Office Suite including Excel, Word, Adobe Acrobat, and PowerPoint.  

 Communications portals and web-based resources for regulatory and legislative activity  

 Depending upon the assignment, principles and practices in the areas of energy efficiency, energy resources 

and procurement, or other to be determined areas.  

Ability to: 

 Manage multiple priorities and quickly adapt to changing priorities in a fast paced dynamic environment.  

 Take responsibility and work independently, as well as coordinate team efforts within SVCE and the greater 

CCE community.  

 Superior writing skills, especially related to regulatory filings, briefings, legislation, and related regulatory and 

legislative correspondence  

 Orally communicate complex topics in easy to understand presentations before the Board, staff and other 

audiences 

 Be thorough and detail-oriented.  

 Work accurately and swiftly under pressure.  

 Demonstrate patience, tact, and courtesy at all times 

Working Conditions 

The physical demands described here are representative of those required for the position.  Position requires 

sitting, walking, standing, bending, and twisting in the performance of daily activities.  The position requires hand 

manipulation and repetitive hand movement and fine coordination in using a computer keyboard.  The position 

requires near and far vision in reading reports and use of a computer. Acute hearing is required in supporting 

meetings and providing phone and in-person customer service. The position occasionally requires lifting and/or 

moving objects up to 20 pounds.  SVCE will make reasonable accommodation of the known physical or mental 

limitations of a qualified applicant with a disability upon request. 

Licenses/Certificates: 

Possession and continued maintenance of a valid class C California driver’s license or the ability to provide 

alternate transportation as approved by the CEO and a safe driving record. 
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