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IN CONFIDENCE
PLEASE COMPLETE ALL SECTIONS 
NAME:

	POST APPLIED FOR:  HOUSING OFFICER



	CLOSING DATE / TIME FOR RECEIPT OF APPLICATIONS IS:

No later than Thursday 4th December 2025  at 12 noon.
(Applications received after this time will NOT be considered)



The information that you supply in this application form will enable the interview panel to decide whether to invite you to an interview.

Whilst all sections may not be relevant to you personally, you should complete the form as fully and as accurately as possible to enable your application to be given full consideration.   The information provided within your application form will be treated in the strictest of confidence, in accordance with the Data Protection Act 2018.

Please note personal details will not be given to the shortlisting panel.

CV’s will not be accepted.
When completed this form should be returned to: 

Via E-mail to  :
  sandra.marshall@paisleyha.org.uk



OR

Via post to :                           Paisley Housing Association
Assurance House
2 Lawn Street

Paisley
PA1 1HA
Personal Information
	Title

First Name

Surname:








Address 

Postcode:

Contact Number:


E-mail Address:


	


	Equality Act 2010

	We are committed to being an Equal Opportunities employer and do not discriminate in any way. For the purposes of making arrangement for interview, please can you let us know if you consider yourself to have a disability? 
	Yes 
	No 


	If you consider yourself to have a disability, please detail any arrangements that we can make for you if you are called for interview: 


	References ( Referees will not be approached prior to a conditional offer being accepted)

	Please give details of two referees. They should be qualified to comment on your ability and experience for this appointment and should include a referee from your current or most recent employer, preferably your line manager. Paisley HA does not accept references form family members and if possible referees should be from more than one organisation. Personal references will not be accepted.


	
	Referee 1 
(Present or most recent employer)
	Referee 2
(Previous employer)

	Name 
	
	

	Job title 
	
	

	Company Name & Address 
	
	

	Email 
	
	

	Contact number
	
	

	Relationship to you e.g. line manager
	
	


	Education / Qualifications

	If selected for interview you will be required to bring with you the original certificate(s) of any qualifications required for this role. 



	Secondary Education

	Subject Studied


	Grade/ Class
	Level of Qualification 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Further Education

	University or Further Education Establishment
	Course/ Subject Studied
	Level of Qualification 

	
	
	

	
	
	

	
	
	

	
	
	


	Professional Qualification

	Awarding Body 
	Qualification/ Membership of Professional Institution 

	
	

	
	

	
	

	
	


Computer Skills (please provide details of relevant experience)
Training Courses (Please give details of any relevant short courses or training undertaken)

	Course(s) Undertaken
	Provider(s)

	
	


Employment History ( please account for any gaps in employment
	Present or Most Recent Employment



	Employer’s Name 
	

	Employers Address
	

	Employment Dates 
	

	Job Title 
	

	Salary
	

	Notice Period 
	

	Reason for leaving or

seeking new employment


	

	Main Duties of the post (brief bullet points) 



	

	Previous Employment 



	Name of Previous Employer
	Employment Dates 
	Job Title
Main Duties (brief bullet points) & 
Reason for Leaving 

	
	
	

	
	
	

	
	
	

	
	
	


Please add additional rows as required.

Employment with Paisley Housing Association

Paisley Housing Association wishes to compare your experience, skills and knowledge with its requirements. You should therefore, try to show in the following part of the form how you satisfy these. This does not have to be from paid work, but can be from other experience. The Selection Panel will consider candidates who do not meet all the requirements, therefore please complete all sections as appropriate.

	Essential
	

	HNC or relevant 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.
	

	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 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
	

	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
	

	Desirable
	

	Degree or HND Qualification
	

	A professional or equivalent qualification of the Chartered Institute of Housing
	

	Driving License
	


	Driving  ( remove if not applicable for the role)

	Do you possess a full current driving licence?
	Yes 
	No 

	Do you have access to a car for work purposes?
	Yes
	No 

	Are you insured for business purposes 
	Yes
	No 

	Relationships

	If in the last 12 months you are or have been related to an employee of our organisation, anyone engaged as a supplier, consultant or contractor, a Board member of our organisation or anyone who has been a Board member of our organisation, please provide details below: 




	Immigration, Asylum & Nationality Act 2006

	The Immigration, Asylum and Nationality Act 2006 makes it an offence to employ anyone who is not entitled to live or work in the UK. All applicants selected for interview will be required to provide evidence that they are entitled to live and work in the UK. Appropriate documentation may include the original of your current passport, visa, birth certificate or any other document [or combination of documents] indicated by the Act.



	Do you currently have the right to work and live in the UK?  
	Yes
	No 

	Advertising Source

	 Where did you see this post advertised? 
	


	The Rehabilitation of Offenders Act 1974

	The Rehabilitation of Offenders Act 1974 enables some criminal convictions to become spent or ignored, after a ‘rehabilitation period’.   Excepted posts are those to which the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 applies.  You may be entitled to withhold information about convictions that are ‘spent’ under the provision of the act.  In the event of employment, any failure to disclose could result in dismissal or disciplinary action by your employer.  If selected for interview you will be required to complete a criminal convictions declaration form that will only be reviewed if an offer of employment is being made.



	Canvassing

	Canvassing directly or indirectly in connection with the appointment shall disqualify your application. If discovered after appointment you will be liable to dismissal.



	The Data Protection Act 2018

	Information from this application will be processed for purposes permitted under the General Data Protection Regulations. You have, on written request, the right to access all personal data our organisation holds about you.

Information about how your data is used, and the basis for processing your data is provided in our job applicant privacy notice.


	Declaration 

	I have read this application form fully and I declare that the information I have given in support of my application is, to the best of my knowledge and belief, true and complete.  I understand that if it is subsequently discovered that any statement is false or misleading, or that I have withheld any relevant information my application may be disqualified or, if I have already been appointed, I may be dismissed without notice.



	Signed 


	Date 
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