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	For HRU use only
	Ref: DBS3318


	Section/Location
	Neighbourhood Housing Team, Environment Housing and Leisure

	Post Title
	Housing Management Apprentice Level 3

	Permanent/Temp
	Fixed term 18 -24 months

	Grade
	Apprentice 

	Responsible to
	Neighbourhood Team Leader

	Job Purpose

	As an apprentice you will be required to develop skills, knowledge and experience in all aspects of Housing Management.  This will be via on the job training and formal training sessions to gain knowledge in and understanding of housing policy, practice and legislation.  

You will work for Environment Housing and Leisure within the neighbourhood Housing Team and will be based at the Council Offices, Quadrant, Silverlink North.

You will assist in the management of a neighbourhood patch and work in partnership with Neighbourhood Housing Officers to deliver local services targeted at the needs of the neighbourhood and its residents. 

You will be  part of a highly motivated team working together to provide a proactive, customer focussed service which ensures that our estates are clean, safe and thriving places where people want to live
You will attend regular meetings with your work supervisor, have your work observed and attend training workshops working towards the apprenticeship standard in Housing/Property Management. This will lead to a Chartered Institute of Housing (CIH) qualification. If you do not have level 2 Maths and English you will have to achieve Functional Skills in these 2 subjects before completing your apprenticeship.


	Job Content

	As a Housing Management Apprentice you will learn how to:

1. Signpost individuals to appropriate organisations for further information or in-depth debt management advice. These may include; DWP, Credit Union, HM Revenues and Customs, CAB, Age UK, DAWN and other charitable organisations

2. Monitor tenants’ rent accounts and assist in improving overall collection rates.

3. Make arrears repayment arrangements with tenants and take ad hoc electronic payments.
4. Assist in carrying out signups for prospective tenants. 

5. Deal with all tenancy related enquiries including mutual exchanges in line with policies and procedures.

6. Provide support, advice and liaison for tenants undergoing repair work in their homes
7. Make effective use of ICT systems including handheld technology and scheduling/work allocation systems.

8. Check conditions of estates and identify any appropriate action required.. 

9. Ensure good working relations with Neighbourhood Delivery Team and other environmental partners in order to maintain standards on estates or identify potential environmental issues or improvements.

10. Report housing repairs.  

11. Carry out duties and contribute to the effective implementation of the organisation's policies and procedures on health and safety and equality and diversity.
12. Attend staff meetings and training including working towards a Level 3 Chartered Institute of Housing Qualification 

	Performance standards

	· Demonstrate professionalism in the work place

· Ability to work as part of a team

· Good customer service skills and professional behaviour
· Undertake the role in accordance with existing working practices

· Maintain confidentiality in all areas of the service.
· Attendance and completion of the academic requirements of the apprenticeship

	Working conditions

	Apprentices will undertake on the job training in the workplace. There will be some attendance at training workshops with a local training provider away from the workplace.
The role will be in an office environment in the Council Offices, Quadrant, Silverlink North.
Elements of the role will involve traveling to neighbourhoods and visiting customers in their homes and attending meetings at other Council Locations.




Person Specification

	Factor


	Essential
	Desirable
	Assessment Means

	Skills and knowledge
	· Basic IT skills (use of email and word) 
· Good level of literacy and numeracy
· Ability to work in a flexible and responsive way
· Ability to work as part of a team
· Good communication skills


	
	Assessment and application
Assessment and Application

	Qualifications and Training
	· Some GCSEs including Maths and English (or the equivalent) 
· A commitment to work towards the academic requirements of the role including NVQ, Functional Skills and Technical Certificate


	
	Application & Interview

	Experience
	· Experience in dealing with the public in a customer service role
	
	Application & Interview

	Special Requirements
	· Enthusiasm

· Good punctuality and ability to manage time well
· Friendly, helpful and keen to offer good service to customers

· Motivated and willing to learn

· Willingness to learn to use a range of software

· Interested in working in local government

· Confidence in dealing with challenging situations

· Maturity and sensitivity to be able to empathise with customers 


	
	Application & Interview
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