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  Job Role/Description 
Housing Assistant 


	Job Details

	Job Title
	Housing Assistant
	Report to:
	Housing Manager

	Department
	Housing Management
	Date Created
	April 2026 

	Grade
	EVH Grade 6
	Last Review Date
	April 2026

	Points 
	PA17-PA20

	Salary
	£36,517-£39,921

	Job Summary 

	The Housing Assistant plays a key frontline role within Paisley Housing Association, contributing to the delivery of an effective, efficient and customer‑focused Housing Management service.
Working closely with the Housing Manager, Housing Officers and the wider Housing Management Team, the postholder supports the delivery of high‑quality services in line with policies, procedures and standards approved by the Board.
As a frequent first point of contact for tenants, owners and members of the public, the Housing Assistant must demonstrate professionalism, empathy and a solution‑focused approach. The role requires strong organisational, administrative and customer service skills, alongside a high level of accuracy and the ability to problem‑solve effectively.
The postholder is expected to work collaboratively with colleagues and external partners to ensure services are delivered efficiently and meet customer needs.
All employees of Paisley Housing Association are expected to work in line with the Association’s values, Code of Conduct and organisational policies, including compliance with GDPR, equality legislation, and health and safety requirements.


	Our Strategic Direction – Vision and Mission

	Paisley Housing Association Core Vision:

· Integrity – We are open, honest and accountable
· Respect – We offer tolerance and compassion
· Positive – We have a can-do attitude 
· Community – We are community – focused and collaborative 

Our Vision 

· Our vision for the future sets out what we are ultimately working towards, namely;

A Safe, Happy, Healthy and Thriving Community

Our Mission

· Our mission sets our purpose and explains why we exist;

To Be a Sustainable, Innovative and Inclusive Community-Led Organisation

What does this mean for the postholder:
1. You will demonstrate an awareness and understanding of your role and your place in the team and take responsibility for your actions.  
2. You will seek advice and support appropriately from colleagues and line manager.
3. You will be self-motivated, positive and supportive of your colleagues.
4. You will demonstrate integrity, respect, honesty, and professionalism across all areas of your job.
5. You will take responsibility for your development and performance, keeping up to date with new processes and information.  
6. You will be able to identify training and learning opportunities.


	Position in the Organisation 

	The Housing Assistant reports directly to the Housing Manager and works closely with Housing Officers, the Advice Team, Asset Management, Corporate Services and external partners including Renfrewshire Council, contractors and third‑sector organisations.





	Job Outputs

	Role Output
	Includes the requirement to

	Allocations

	The Housing Assistant will support the allocation of Association properties in accordance with the Allocations Policy, including:
· Providing advice and information to housing applicants
· Signposting applicants to other housing providers and Renfrewshire Council Housing Advice Centre
· Assisting with application forms and housing prospect interviews
· Managing referrals, priority awards and group 1 referrals
· Liaising with Renfrewshire Council, FLAIR and Health & Social Care partners
· Managing the selection and letting of void and new build properties
· Preparing paperwork and undertaking tenancy sign‑ups
· Referring applicants to Advice Team and external agencies for benefit and affordability checks
· Maintaining accurate records, reports and registers relating to allocations and lettings

	New Tenants

	· Support the establishment of positive relationships with new tenants
· Refer new tenants to the Advice Team for benefits, energy and sustainability advice
· Maintain new tenant visit records and summary spreadsheets


	Tenancy Management

	· Support Housing Officers with tenancy changes including successions, assignations and mutual exchanges
· Prepare and process tenancy documentation and system updates
· Maintain accurate tenant records on the housing management system


	Terminations and Abandonments

	· Action tenancy terminations in line with procedures
· Investigate and process possible abandoned properties
· Serve abandonment notices and carry out repossessions as required

	Estate Management

	· Undertake estate and property inspections
· Investigate breaches of tenancy related to estate management issues
· Liaise with Housing Officers, Asset Officers and Factoring staff
· Record inspections, report repairs, bulk uplift items and required follow‑up actions
· Contribute to solutions for persistent estate management issues

	Services and Contract Control

	· Manage housing‑related service records within the housing management system
· Promote tenant take‑up of services where appropriate
· Assist with managing service contracts including close cleaning, landscaping and bulk uplift
· Monitor contractor performance, returns and invoices
· Carry out inspections and satisfaction checks
· Support procurement, tendering and budget planning activities

	Community Engagement and Complaints

	· Support the delivery of community engagement activities and events
· Record and action Stage 1 complaints in line with procedures


	Miscellaneous and General Duties

	· Act as a point of contact for housing service enquiries
· Support forced access visits for compliance checks as required
· Take payments via approved payment methods
· Attend evening meetings and training when required
· Contribute to newsletters, website and social media updates
· Maintain accurate filing and records
· Keep up to date with legislation and best practice
· Comply with Data Protection, Health & Safety and organisational policies
· Undertake any other duties appropriate to the Grade as directed


	Key Relationships
	

	Who?
	Why?

	Housing Manager
	Line manager providing guidance and direction 

	Housing Officers
	Colleagues delivering frontline housing services

	Advice Team
	Supporting tenancy sustainment and financial wellbeing

	Asset Management Team
	Repairs, compliance and property safety

	External Partners
	Local authority, contractors and third‑sector organisations
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