
 
Company: EmPower Solar 
Location: Island Park, New York 
Web site: www.empower-solar.com 
Email: opportunity@empowerces.com 
 

Solar Permitting & Operations Assistant 
 
POSITION SUMMARY 

EmPower Solar is a fast growing solar energy design and contracting company focusing on Long Island and the New 
York metropolitan area.  EmPower seeks a personable, motivated and organized individual to perform duties as Solar 
Operations & Permitting Assistant.  While supporting permitting, the individual shall be one of EmPower's primary 
representatives with all building departments across Long Island, submitting and closing out EmPower solar construction 
projects.  While supporting operations, the individual plays a supporting administrative role with the Utility 
interconnection, leasing, and rebating processes. 
 
KEY DUTIES & RESPONSIBILITIES 

 
Permitting – Long Island Focus 
 Travel to various building departments across Nassau and Suffolk Counties on a regular basis to submit, pick up and 

close out permits.  Obtain property surveys and/or perform research necessary with various jurisdictions on Long 
Island. 

 Coordinating, scheduling, traveling to and attending all final building department inspections as necessary across 
Nassau and Suffolk counties after completed solar installations.  Attend final electrical inspections if required. 

 Track the status of aging permit applications and address any unique or special case permitting issues with the 
building departments. 

 Establish and build strong relationships with members of various building departments. 
 Represent EmPower and client at Architectural Review Boards, only if required. 
 Obtain and maintain New York State Notary Public certification. 
 
Operations – General Support of Project Administration which will include: 
 Preparing, tracking & submission of Utility, Leasing, and Rebating documents for submittal to ConEdison, 

NYSERDA, PSEG-LI, and other financial institutions. 
 Correspond & develop relationships with representatives at Utilities, if required. 
 Assemble & process “work packages” used by the crews to perform installations. 
 Assist with tracking insurance certificates and licensing requirements/renewals for each Town, Village, City or 

Hamlet located within Westchester, the NYC five boroughs and Long Island. 
 Develop an overall understanding of the various stages of a solar project from beginning to end using EmPower’s 

project tracking system. 
 
REQUIRED (BASIC) QUALIFICATIONS/SKILLS 

 Valid New York State driver’s license, reliable personal vehicle which can be used when necessary for company tasks 
(will be reimbursed at mileage rate). 

 Detailed oriented, ability to multi-task under restrictive deadlines. 
 Demonstrated proficiency working with computers, including Microsoft Excel, Word and other Office programs. 
 Must be proactive with the ability to evaluate particular situations and present solutions.  
 Capable of working in a team environment as well as acting and operating confidently and independently. 
 Excellent interpersonal and communication skills.  Candidate will need to make phone calls to jurisdictions and 

clients as necessary and conduct conversations in a professional manner. 
 Candidate must have neat legible handwriting. 
 Demonstrated capability of problem solving; capable of taking an undefined problem and identifying solvable 

approaches. 
 



 
PREFERRED QUALIFICATIONS 

 Experience/familiarity working in construction environment. 
 Prior experience working with building departments. 
 Bachelors/Associates degree or relevant work experience in field. 
 Ability to read and interpret drawings, schematics and specifications. 
 
HOURS, COMPENSATION & BENEFITS 

Employee shall be compensated hourly at a rate to be determined based on qualifications.  The typical work day is 8 hours 
with a break for lunch, starting at 8 AM.  Benefits include medical, dental and vision programs. 
 
TRAINING 

EmPower desires that all employees grow professionally.  EmPower provides online solar training and encourages 
employees to seek out and request support for other related professional development courses or programs. 
 
WHY WORK FOR EMPOWER? 

 EmPower is a fast growing solar energy company and alternative energy company that is a leader in the region. 
 Solar energy is one of the fastest growing industries in the country and throughout the world. 
 Working for EmPower will provide direct solar energy experience by allowing for training, both within EmPower, 

and through appropriate industry recognized development programs. 
 Support for outside training and professional development when available. 
 A job at EmPower gives you an opportunity to be an environmental leader. 
 Opportunity for career advancement within EmPower. 
 
APPLICATION 

Interested applicants should fill out the online job application found here: 
https://docs.google.com/a/empowerces.com/forms/d/1Xi_Q09aCTANf8L-dbgL6-P4htPJtLvQc_cOWdqTHEpw/viewform  

 
 
 


