PERSON SPECIFICATION
Housing Officer
	

	Essential
	Desirable

	Education & Qualifications
	
	

	HNC or relevant experience
	· 
	

	Degree or HND Qualification
	
	· 

	A professional or equivalent qualification of the Chartered Institute of Housing
	
	· 

	Driving License
	
	· 

	Experience
	
	

	Minimum of 3 years housing management experience
	· 
	

	Experience of working with Microsoft applications and housing management systems
	· 
	

	Experience of policy and procedural development in the delivery of the housing management function
	· 
	

	Experience of working in a target driven environment
	· 
	

	Experience in supporting resident and community initiatives to enhance community involvement.
	· 
	

	Experienced in managing referrals and partnership working with 
external agencies
	· 
	

	Manage statutory pre-action procedures, including serving notices and arrears letters, engaging tenants to resolve tenancy issues, early intervention, and maintaining detailed records for compliance.
	· 
	

	Skills, Abilities & Personal Attributes
	
	

	Be pro-active, energetic, enthusiastic, and committed to delivering high quality service
	· 
	

	Honest, respectful and trustworthy
	· 
	

	Flexible, adaptable and responsible
	· 
	

	A forward-thinking planner and pragmatic problem solver
	· 
	

	Ability to plan and prioritise workload effectively
	· 
	

	Ability to motivate others and to be a self-motivated team player
	· 
	

	Ability to work on own initiative, proactive in the development of new ideas
	· 
	

	Committed to positive equality, inclusion and diversity
	· 
	

	Pleasant personality and a confident manner
	· 
	

	Excellent communication skills
	· 
	

	Ability to negotiate and influence others to meet and objectives of PHA
	· 
	

	Skilled in implementing clear case notes to ensure accurate record-keeping and effective communication with tenants and stakeholders
	· 
	

	Proven ability to produce clear, accurate, and professional reports and correspondence.
	· 
	

	Ability to plan and prioritise work to meet personal targets and organisational goals
	· 
	

	Customer & Community focused
	· 
	

	Knowledge
	
	

	Knowledge of housing legislation, tenancy law, and relevant policies.
	· 
	

	Scottish Housing Charter and regulatory standard requirements
	· 
	

	Working knowledge of housing and welfare reform legislation
	· 
	

	Dealing effectively with tenants from diverse backgrounds, handling complaints.
	· 
	

	Working knowledge of arrears recovery processes / legislation
	· 
	

	Working knowledge of tenancy sustainment including dealing with 
anti-social behaviour and estate management practices / legislation
	· 
	

	Working knowledge of allocations and void practices / legislation  
	· 
	

	Good working knowledge of required IT systems
	· 
	

	Other Requirements
	
	

	Uphold the Association’s vision, values and goals
	· 
	

	Actively contribute to fostering a positive and inclusive workplace culture by demonstrating professionalism, collaboration, and accountability in all aspects of the role
	· 
	

	Commitment to continuous improvement
	· 
	



