


	Person Specification 

	Housing Assistant

	Requirements
	Essential
	Desirable

	Experience, Knowledge and Understanding
	
	

	Understanding of confidentiality and responsible information handling

	X
	

	Ability to accurately complete paperwork and maintain records

	X
	

	Experience in a customer‑facing or administrative role

	
	X

	Experience within social housing, local authority or third sector
	
	X

	Experience dealing with complaints
	
	X

	QUALIFICATIONS AND TRAINING

	Good general standard of education (e.g. National 5s/Highers or equivalent experience)
	X
	

	SKILLS AND ABILITIES

	Excellent communication and interpersonal skills
	X
	

	Confident use of Microsoft 365 applications
	X
	

	Ability to work independently and as part of a team
	X
	

	Strong organisational skills and attention to detail
	X
	

	Flexible, proactive and solutions‑focused approach
	X
	

	Willingness to attend occasional evening meetings
	X
	

	Driving licence and access to a vehicle
	
	X

	PERSONAL FEATURES / QUALITIES


	Positive, professional and motivated
	X
	

	Approachable and willing to learn
	X
	

	Committed to Paisley Housing Association’s values
	X
	

	Reliable and able to represent the Association effectively
	X
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