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CITY OF PALO ALTO

invites applications for the position of: 

Sustainability Programs
Administrator

SALARY: $44.68 - $54.84 Hourly
$7,744.53 - $9,505.60 Monthly
$92,934.40 - $114,067.20 Annually

OPENING DATE: 04/06/21
 
CLOSING DATE: 04/26/21 11:59 PM
 
DESCRIPTION:

The Department
The City of Palo Alto has provided a full range of utility services (electric, gas, water, and sewer)
for over 100 years, and the Utilities Department is one of the only publicly owned gas utilities in the
State of California. City of Palo Alto Utilities (CPAU) serves a highly engaged community and has
been on the forefront of sustainability, with 100% carbon neutral electric and gas portfolios. CPAU
is working to provide safe and reliable services at reasonable rates while also helping the City
meet its environmental sustainability goals.
 
The Position  
The City is seeking to hire a Sustainability Programs Administrator to work within its Utilities
Program Services (UPS) group. The UPS group is part of the Resource Management Division of
the city’s Utilities Department. Resource Management is responsible for both the procurement of
supply and the delivery of demand-side programs that promote efficiency and emissions
reductions, with the UPS group managing the demand-side programs.
 
The mission of the UPS group is to help customers use energy and water more efficiently, lower
their bills, and reduce their carbon footprint, in addition to fulfilling utility legislative mandates.
Programs range from promoting electric vehicle charging equipment to helping electrify buildings
for the purpose of reducing carbon emissions and increasing the comfort and safety of the indoor
environment. UPS team members design and manage highly effective energy efficiency programs
for both residential and commercial customers, and they offer a wide range of education and
outreach programs throughout the community.
 
The Sustainability Programs Administrator position is especially important at this time when Palo
Alto has identified addressing climate change as a priority. As cities across the nation and nations
across the globe set greenhouse gas emissions reduction goals, the challenge of achieving those
goals looms large. Palo Alto is positioned to be a leader in confronting that challenge, and the
Sustainability Programs Administrator plays a key role in this effort. Implementing programs that
help residents and businesses switch to clean fuels and adopt behaviors that minimize emissions
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is the mechanism for translating goals into results.
 
The UPS group is well-resourced, with four Sustainability Programs Administrator staff, three
business key account staff, a business analyst, and support staff. Funding for programs includes
$3.7 million per year from a Public Benefits surcharge, approximately $1.5 million per year from
Low Carbon Fuel Standard funds, approximately $1M in Local Decarbonization funds for building
electrification, and occasional grant funding. The group operates with the support of a progressive
and innovative community with ambitious sustainability goals as embodied in its Sustainability and
Climate Action Plan.
 
Ideal Candidate
CPAU is seeking a candidate with knowledge and understanding of industry trends in energy
and/or water efficiency and energy technologies such as electric vehicles, solar systems, energy
storage, and demand response.  The candidate should have strong project management skills and
be able to communicate clearly verbally, in writing, and using visuals. Experience with the
implementation of behavioral savings programs (home energy and/or water reports) as well as
web application integration is desirable. Project management certification is also desirable but not
required.  
 
Ability to analyze program and customer data using spreadsheet applications and/or databases to
monitor program health and develop new program recommendations is important. We are looking
for a candidate who works well with others, takes initiative, and can prioritize activities.

The City offers a range of benefits including a retirement plan so make sure to visit our benefits
portal. 

This position is part of the Service Employees' International Union (SEIU).

 
ESSENTIAL DUTIES:

Essential and other important responsibilities and duties may include, but are not limited to, the
following: 

Program Administration: 
•    Develops scope of services for Request for Proposals (RFPs), interviews and evaluates
responses, and negotiates contracts for programs and services related to water and energy
efficiency, conservation, and environmental sustainability for residential, commercial and
institutional customers. 
•    Researches and evaluates emerging efficiency products and technologies, including relevant
cost and benefit analyses, for potential inclusion into programs. 
•    Researches best practices to enhance CPAU’s portfolio of customer programs. 

Program Management: 
•    Coordinates, supervises, and evaluates day-to-day operations of assigned programs; ensures
compliance with applicable internal and external requirements. 
•    Coordinates the development, implementation, and supervision of program goals, objectives,
policies, procedures, activities, and strategic initiatives; assesses consequences and outcomes of
program initiatives. 
•    Drives program and process improvements (e.g. enhancements to program tracking database,
process automation); develops and recommends program plans and priorities. 

Program Marketing: 
•    Coordinates with vendors, Utilities Communications team, and other City departments to
design, develop and implement marketing plans and strategies to promote efficiency programs. 
•    Conducts public workshops and delivers presentations to various stakeholder groups. 
•    Attends and participates in a variety of meetings; represents assigned program and/or the
Department on local, state, and national committees, advocacy groups, and/or other related

https://www.cityofpaloalto.org/civicax/filebank/documents/55892
https://hrbenefits9.wixsite.com/website
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groups. 

To view the full job description for the Sustainability Programs Administrator, visit the City of Palo
Alto's job descriptions.   

 
MINIMUM QUALIFICATIONS:

Sufficient education, training and/or work experience to demonstrate possession of the following
knowledge, skills and abilities, which would typically be acquired through:

Bachelor’s degree in physical or environmental sciences, engineering, business, marketing,
economics or related field. And
Four years of professional experience in a utility or energy service company, municipal
planning, architectural, construction or related field, with preference for energy efficiency
program implementation, energy/water end-use analysis or related work.

NOTE: Master’s degree in Business Administration, Engineering, or other related field may be
considered in lieu of one year of experience. 

Special Requirements: Possession of a valid California Driver’s License.

 
:

 

MISSION: The Government of the City of Palo Alto exists to promote and sustain
a superior quality of life in Palo Alto. In partnership with the community, our

goal is to deliver cost-effective services in a personal, responsive and innovative
manner.

Application Deadline: Qualified applicants are encouraged to apply promptly: The City of Palo Alto reserves
the right to close any recruitment without notice. Positions without a closing date may close at any time. Other
recruitments may be limited to a specific number of applicants. Please read job announcements thoroughly for
important information.

Selection Process: Application screening will be part of the selection process. Based on application screening,
those candidates with the most relevant qualifications will be invited to an oral interview, which may include a
written exam and/or practical exam.

Accommodation: Persons with disabilities who require special accommodations may contact the Human
Resources Department at 650 329-2376.

Resumes: are welcome as attachments; however they are not accepted in lieu of a complete City application.

The City of Palo Alto is an Equal Opportunity Employer. We do not discriminate on the basis of race, religion,
color, sex, gender, age, national origin or disability.

To Apply visit our website at www.cityofpaloalto.org
Position #202000193 

SUSTAINABILITY PROGRAMS ADMINISTRATOR 
EG

Sustainability Programs Administrator Supplemental Questionnaire

https://www.governmentjobs.com/careers/paloaltoca/classspecs/816272?keywords=sustainability%20administrator&pagetype=classSpecifications
http://www.cityofpaloalto.org/
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* 1. Do you have a bachelor's degree and four years of professional experience in a utility or

energy service company, municipal planning, architectural, construction or related field,
with preference for energy efficiency program implementation, energy/water end-use
analysis or related work?

 Yes     No
 
* 2. Do you have a master's degree and three years of professional experience in a utility or

energy service company, municipal planning, architectural, construction or related field,
with preference for energy efficiency program implementation, energy/water end-use
analysis or related work?

 Yes     No
 
* 3. Describe your knowledge of and experience with project management best practices.

* 4. Describe a customer program you have managed.

* Required Question


