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Person Specification

Job Title:  Housing Officer (Empty Properties)
Service:  Housing
Role Profile reference:  OS3
	Essential Requirements
	Method of Assessment

	Experience/Education/Training

· Experience of working in housing and delivering effective housing projects 
· Experience of returning empty homes back into use
Experience of carrying out housing research and interpreting results

· Experience of contributing to policies and working procedures

· Experience of partnership working to achieve effective housing solutions

· Knowledge of Government legislation in relation to empty properties and the tools available including Financial Assistance Policy


	Interview/ Application form

	Work related skills/knowledge

· Be able to communicate effectively verbally, in person or over the telephone, and in writing to share and obtain information.
· Production of clear well-structured reports, working policies and strategic documents to strict deadlines
· Able to effectively use a PC to prepare documents, record information or input data
· Excellent analytical skills

· Strong time management and organisational skills

· Flexible and able to adapt to changes in colleagues, settings and working environment
· Able to work effectively within a busy team environment, or independently
· Knowledge of housing and empty properties and the issues and opportunities they can bring
· Be able to provide excellent customer service, and deliver high quality tailored services to meet needs and exceed expectations

	Interview/ Application form

	Work Related Behaviours

· Able to persuade, negotiate and influence effectively

· Be socially confident and self-assured when meeting new people
· Be able to adapt behaviour to suit the situation or customer

· Able to pay attention to detail

· Able to see tasks through to completion, ensuring they are completed on time or to deadlines and to a high degree of accuracy

· Able to be innovative and creative

· To demonstrate the Council’s values


	Short On-line Assessment

	Work related circumstances 

· Ability to work outside of normal working hours to meet the needs of the service

· Ability to meet the travel requirements of the post
· Compliance with health and safety rules, regulations and legislation
· Commitment to Equal opportunities 

	Interview/ Application form
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