
 
 

 
 

 

UNITED WAY SIMCOE MUSKOKA 
Job Posting 

 
Position:  Customer Advocate, Energy Assistance Program (multiple positions available) 
Term: Full-time hours (8:30am-4:30pm and/or 12:30pm-8:30pm); part time hours (4:00pm – 8:30pm) 

6-month contract 
Reports to:  Programs Manager 
Salary: $14/hour 
 
Position Summary:  
The Energy Customer Advocate serves low-income clients through the initial screening process of the Low-
income Energy Assistance Program (LEAP), which is managed by United Way Simcoe Muskoka on behalf of 
utility companies in Ontario. This position performs clerical, telephonic and data-management duties with a 
focus on dignified customer service, efficiency, accuracy and confidentiality.  
 
Key Duties & Responsibilities 

 In-bound Call Centre Activity:  Responsible for answering LEAP-designated phone lines in a courteous, 
efficient manner, striving for call efficiencies and targeted Call Handle Times (CHT), and managing callers 
in crisis. 

 Intake Application Completion:  Following standards of PART 1 application completion, the successful 
candidate will transcribe customer information accurately, pre-screen applicants for eligibility in the LEAP 
program, connect customers with assigned Intake Agencies, and provide information about Home 
Assistance Program/Energy Conservation Programs or agency referrals as necessary. 

 Data Management:  Ensures accuracy of records, saves and files information appropriately, provides 
detail and back-up when necessary. 

 
Qualifications 

 Highly developed oral communication and interpersonal skills 

 Ability to transcribe accurate customer information for LEAP  

 Capability to screen customers based on program-eligibility criteria 

 Skilled at use of computer applications such as Microsoft Office programs, databases or CRM, and the 
Internet 

 Positive and compassionate attitude 

 Commitment to highest levels of discretion, confidentiality, ethics and integrity 

 Ability to work independently, but open to coaching and professional feedback 

 Knowledge of low-income clients and sensitivity around income security & poverty issues 

 Ability to analyze situations and provide positive and appropriate responses and solutions 

 Ability to work independently while contributing to the team environment  

 Ability to establish and maintain positive relationships 

 High school education or equivalent 
 
Interested candidates are invited to submit a letter of application outlining their qualifications and experience, 
as well as a detailed résumé no later than 4:30 pm on November 24th, 2017. 
 
Please quote “Customer Advocate, Energy Assistance Program” in the subject line and forward to: 
 

Mail: Human Resources, United Way Simcoe Muskoka  1110 Highway 26 Midhurst, ON L9X 1N6 
E-mail: hr@UWSimcoeMuskoka.ca 

 
We appreciate your interest, however, only those applicants selected for an interview will be contacted. 

mailto:hr@UWSimcoeMuskoka.ca

