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PERSON SPECIFICATION:  HOUSING AND PROPERTY MANAGEMENT APPRENTICE                        
 POST REFERENCE: HApp
Hartlepool Borough Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults.  This post is subject to safer recruitment measures, including a Disclosure and Barring Service (DBS) check


	REQUIREMENTS
	ESSENTIAL CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R) 
	DESIRABLE CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R)

	· Educational/vocational/ occupational qualifications and/or training

· Specific qualifications (or equivalents)


	Must have at least GCSE grades at A*-C (or 4-9) in Maths and English (F)

Committed to completing the Level 2 Apprenticeship Standard: Housing/Property Management Assistant qualification (F) (I)
Demonstrates an enthusiasm and willingness to learn (F) (I)


	

	· Work or other relevant experience


	Interest in the housing sector with a basic understanding of the service area to which the post relates (F) (I)


	Housing related work experience (F) (I) (R)
Experience working within a customer service environment involving direct customer contact (F) (I) (R)



Please note all appointments within Hartlepool Borough Council are subject to a declaration of medical fitness by the Council’s Occupational Health Service (having made reasonable adjustments in line with the Equality Act (2010) where necessary. 

	REQUIREMENTS






	ESSENTIAL CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R) 
	DESIRABLE CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R)

	· Skills, abilities, knowledge and competencies


	Good IT skills (competent in the use of Microsoft Office) and ability to learn new software systems (F) (I)
Good interpersonal skills and ability to communicate clearly and effectively both verbally and in writing (F) (I) (R)
Excellent organisation and administrative skills (F) (I)

Ability to organise and prioritise own workload to effectively perform tasks within specific timescales (F) (I) (R)

Ability to follow instruction and learn new tasks (F) (I)


	tieodeo


	· General competencies


	Ability to work independently and work well as part of a team (F) (I) (R)
Ability to take an adaptable and flexible approach (F) (I)

Ability to respect and maintain confidentiality at all times and recognise the importance of data protection (F) (I)
Ability to promote equality and diversity in the workplace (F) (I)

	

	  ESSENTIAL / DESIRABLE CRITERIA WILL BE VERIFIED BY:    F = FORM    I = INTERVIEW    T = TEST(S)    R = REFERENCE(S)
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