	Person Specification  Housing Officer

	Requirements
	Essential
	Desirable

	Experience, Knowledge and Understanding

	Relevant housing management qualification at HNC level, or equivalent knowledge and experience.
	X
	

	Substantial experience of delivering a comprehensive, customer-focused housing management service, including tenancy and neighbourhood management.
	X
	

	Sound knowledge of Scottish housing legislation, tenancy law, the Scottish Social Housing Charter and regulatory requirements relevant to a Registered Social Landlord.
	X
	

	Experience of rent arrears prevention and recovery, including early intervention, repayment arrangements, pre-action requirements and progressing cases for legal action.
	X
	

	Experience across allocations and voids, estate management, anti-social behaviour, tenancy enforcement and complaint handling.
	X
	

	Experience of identifying vulnerability and tenancy risks, supporting tenancy sustainment and working effectively with internal services and external partner agencies.
	X
	

	A professional or equivalent qualification from the Chartered Institute of Housing.
	
	X

	At least three years’ housing management experience within a social housing or Registered Social Landlord setting.
	
	X

	Experience of developing or reviewing policies and procedures and using performance information, audit or customer feedback to improve services.
	
	X

	Experience of tenant participation, community engagement or managing community initiatives and related budgets.
	X
	

	Skills and Abilities

	Ability to supervise and support an Assistant Housing Officer, including allocating and monitoring work, providing case guidance, reviewing quality and supporting development.
	X
	

	Excellent written and verbal communication skills, with the ability to manage sensitive conversations, investigate complaints, negotiate effectively and produce clear reports and correspondence.
	X
	

	Strong organisational and problem-solving skills, with the ability to prioritise a varied caseload, meet targets and timescales, and take proportionate decisions using initiative.
	X
	

	Ability to maintain accurate case records, monitor performance and use Microsoft 365 and housing management systems confidently.
	X
	

	A valid driving licence and access to a vehicle for business use.
	
	X

	Personal Features / Qualities

	A positive, proactive and customer-focused approach, with a commitment to equality, confidentiality, continuous improvement and Paisley Housing Association’s values of Integrity, Respect, Positivity and Community.
	X
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