JOB DESCRIPTION


	JOB DESCRIPTION

Administration Assistant (Housing and Property Services) 

	DEPARTMENT

Housing and Property Services 

	GRADE

Grade 4 (PA9: £23,362 -PA12: £26,419)

	SECTION/FUNCTION 

Housing and Property Services


	REPORTING TO

Area Team Manager 

	REVIEWED

Oct 2023




1. JOB PURPOSE

1.1	To provide a professional, effective and efficient front-line administration 	support the Housing Services Team.  To be the first point of contact for all customers.

1.2 To implement all Housing and Property Services policies, processes and procedures in a consistent manner and assist in the review and continuous development of same on a regular basis to facilitate continuous improvement in our service delivery to our customers. 

1.3 To ensure effective relationship management with internal and external partners/agencies. 


2. ACCOUNTABILITY/RESPONSIBILITY

2.1 	Accountable to the Area Team Manager on a day-to-day basis.


3. MAIN DUTIES OF POST

3.1 To provide a professional, efficient and effective front line administration service to the Housing Services Team.

3.2 To deal with all housing related enquiries as a first point of contact ensuring a pro-active and quality service is provided to all customers.

3.3 Implement the appropriate policies, processes and procedures consistently to ensure performance targets are achieved.  

3.4 Support and assist the Area Team Manager and team in the preparation of correspondence, reports and other documentation. 

3.5 Identify improvements in processes and procedures to ensure the Association consistently delivers high standards of service delivery to customers. 

3.6 Implement the appropriate common allocation policies to ensure that applications are processed in line with policy and within the targets set.

3.7 Provide administrative support to Housing Officers in relation to:

· Allocations and voids
· Current and former tenant arrears and sundry debt
· Tenancy management processes for all tenancy changes 
· Estate management
· Antisocial behaviour
· Factored owners, in support to the Corporate Services Department.


3.8 Ensure tenants and customers are at the heart of decision making and service provision, utilising customer care and quality control processes and procedures.

3.9 Support continuous professional development within the organisation through attendance at appropriate courses/seminars and assisting in the implementation of individual training plans for new staff.

3.10 To ensure that you and other members of your team promote the Association’s corporate image and responsibility in our dealings with all customers (internal and external).

3.11 Any other relevant duties as may be determined by the Area Team Manager, Housing Services Manager or Executive Director of Housing and Property Services.
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