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	PERSON SPECIFICATION
HOUSING AND PROPERTY SERVICES ADMINISTRATION ASSISTANT









	Skills / Abilities  
 
	Essential 
	Desirable 

	A strong team player with the ability to self-manage and prioritise a large and varied workload 
 
	√ 
	 

	Able to develop and maintain good working relationships with external agencies to achieve sustainable solutions for tenants 
 
	√ 
	 

	A tenant centred approach to providing customer responsive services, supporting the Association’s mission to be ‘more than just a landlord’. 
	√ 
	 

	Able to innovate and embrace opportunities for change  
 
	√ 
	 

	Able to project a positive public profile for Cunninghame Housing Association 
	√ 
	 

	





	Experience 

	Essential
	Desirable

	Previous experience of working in a busy housing / administration environment/ secretarial environment.
	
	√ 

	Substantial experience in use of IT systems e.g. Microsoft Office software and housing management systems.
	√ 
	





	Knowledge  
 
	Essential 
	Desirable 

	Knowledge of welfare benefits, in particular housing benefit and Universal Credit 
	
	 √ 

	Knowledge of housing legislation relevant to tenancy management matters 
	
	√  

	Appropriate level of data protection, security awareness and confidentiality awareness.
	√  
	




	Training / Qualification 

	Essential
	Desirable

	Currently working towards or willing to undertake a Chartered Institute of Housing professional qualification.
	
	√ 





	Personal Attributes 

	Essential
	Desirable

	Be an advocate of continuous improvement of services

	√ 
	

	Have a “can do” attitude and a proactive hands-on style

	√ 
	

	Confident and assertive manner

	√ 
	

	Must undertake a Disclosure Check (Cost met by Employer)

	√ 
	

	Hold a Clean current UK Driving License

	
	√
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