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O’S IN MY TEAM? 

Who is in my team? 

Team  Accounting Services 

Line Manager  Expenditure Control Team Leader 

My direct reports  N/A 

Updated Jan 26 

 

What’s my role? 

To monitor the costs of utilities (Electricity, Gas and Water) supplied to the communal 

areas of Moat schemes/developments. To provide support and advice to internal 

departments and residents in relation to accuracy of billing and any anomalous 

transactions. 

What am I accountable for? 

Working with internal departments and utility providers to: 
 

• Maintain a portfolio of sites with all relevant information to support the 

management and tendering of utility contracts 

 

• Use business reporting tools to monitor and co-ordinate appropriate staff 

to provide meter readings to ensure regular accurate billing  

 

• Validate, process, and approve utility bills in line with contractual rates 

and actual usage 

.  

• Ensure timely approval and payment of invoices and reconciliation of supplier account 

balances 

 

• Calculate accruals and prepayments at each month end to ensure accurate accounts 
and service charge costs 

 
• Prepare accurate journals for checking and posting into Moat’s finance system in line 

with contracts, budgets, and financial limits. 
 

 
• Reviewing site usage to identify areas of high energy use and highlight findings 

to relevant neighbourhood team. 

 

• Dealing with all staff and customer queries regarding usage, billing and meter 
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readings or other associated issues related to the communal supply. 

 

• Work with development team to support the transfer of new development handovers 

including,  informing suppliers of new ownership, handover readings and VAT 

declarations. 

 

• Carrying out any other duties consistent with the post that may be required from 

time to time, at the discretion of the line manager. 

 

• Keeping accurate records and manage all data in accordance with our Data 

Governance Framework, relevant legislation, and best practice. You must also 

understand and fulfil your responsibilities as set out in this framework. 

 

 

What do I need? 

Entry Requirements: 
 

• Numerical proficiency. 
• Competent in the use of spreadsheets. 
• Competent in the use of a purchase ordering system 
• Accuracy and excellent attention to detail. 
• An awareness of utility pricing. 
• Desirable to have an awareness of the social housing sector. 
 
 
Proficient Requirements: 
 

• Intermediate use of MS Office suite, particularly MS Excel. 
• A good understanding of the various utility pricing structures and  an awareness of 
changes in the market. 
• An understanding of the social housing sector. 
• Excellent verbal and written communication skills 
 

 


