[image: ]






COMMUNITY OPERATIONS 

PERSON SPECIFICATION

POST TITLE:		Housing Officer

GRADE:			Band 6
		
		
	
ESSENTIAL

	
DESIRABLE
	
METHOD OF ASSESSMENT


	Educational Attainment



	· 4 GCSE’s Grade C or above or substantial experience of frontline experience in a customer service role

	· Housing related qualification
	· Application form
· Certificates


	Work Experience



	· Experience of working within policies and procedures and regulatory framework, including safeguarding
· Experience of working with customers to support them to sustain their tenancies

	· Experience of tenancy management
· Experience of working in a political environment

	· Application form
· Interview
· References
· Work Based Scenario


	Knowledge/
Skills/
Aptitudes



	· Knowledge of the current issues surrounding social housing and how these affect our customers
· Able to successfully resolve complex tenancy and income issues for individual customers
· Able to support vulnerable customers to sustain their tenancy in a successful way
· Able to work collaboratively, with both internal and external partners to deliver positive outcomes for our customers
· Excellent communication and organisational skills
· Excellent interpersonal skills and the ability to work well within a team and build rapport with our colleagues and customers

	· Knowledge of Income Collection
	· Interview
· References
· Work Based Scenario



	Disposition







	· Able to use own initiative 
· Demonstrate a customer centred and empathetic approach to delivering a high-quality service to our customers
· Able to build and develop relationships with partners and work together to provide solutions to complex tenancy issues
· Flexible approach to work
· Committed to the principles of equality and diversity

	· Professionally curious when supporting customers to sustain their tenancy
	· Interview
· References


	Circumstances



	· Enhanced clearance from the Disclosure and Barring Service

	
	· DBS Check




South Tyneside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.
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