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Job Description & Personal Specifications

	Job Title:

	Housing Assistant

	Department:

	Housing Management

	Normal Work Location:

	Suite 4, 5 New Mart Place, Edinburgh, EH14 1RW

	Reports to:

	Housing Manager/ Housing Management Director

	Responsible for:

	None

	EVH Grade & Salary Point
	Grade 5:  Points 13 - 16



	Job Purpose:   

· To deliver high-quality housing services to the Association’s customers and service users.   

· To be proactive and innovative in the delivery of housing services and to maintain a high level of service to customers and stakeholders. 

· Contribute to the delivery of Housing Management Team aims and objectives. 

· To engage with tenants and stakeholders and to actively promote the activities and reputation of the Association.




	Duties and Accountabilities:

Housing Management:

· Support the Housing Officers to deliver high quality housing management services, ensuring compliance with legal and regulatory requirements and adopting good practice and innovation wherever possible.

· Ensure all policies and procedures related to the delivery of Housing Management Service are applied consistently.

· Provide admin support to the Housing Officers to provide an estate management service ensuring the overall amenity of the Association’s estates are maintained to a high standard.

· Deal with enquiries from tenants regarding rent account balances and Housing Benefit or make appropriate referrals to the Housing Officers for further advice and support.

· Assist the Housing Officers on arrears work, including setting up interview/home visits, issuing letters as instructed and carrying out all administrative tasks associated with court referrals.

· Monitor static balances, defaulted arrangements, and former rent arrears. Seek to maximise rental income and ensure mechanisms are utilised at an early stage to facilitate the recovery of all outstanding monies due.

· To support the Housing Officers to deliver high quality services in respect of the Association’s Private Sector Tenancies and ensure relevant training requirements are undertaken as required.  

· Offer basic information and advice to tenants in respect of anti-social behaviour and neighbour disputes, including carrying out administration of cases and referring cases to the Housing Officers. 

· To support the Housing Officers to take promote tenancy sustainment of those accommodated by the Association, fully unitising the use of appropriate ancillary services.

· Maintain accurate records in respect of the void and allocation process including all associated tasks (including processing terminations, shortlisting, bypassing, and identifying applicants to be considered by the Housing Officer for review). 

· Carry out all new tenancy, mutual exchange, and lock-up sign ups, offering appropriate information and advice, and undertake all associated administrative tasks.

· Liaise with Property Services staff in the management of voids and allocations and provide practical information and advice to tenants

· Provide housing information and advice to customers and deal with enquiries and complaints received in line with the Association’s policy

· Monitor and take appropriate actions to maintain prescribed operational targets.

· Issue rent statements to tenants through a rolling programme. 

· Support the Housing Manager in development of the Association’s IT services and in-house database (where relevant to the Housing Management Team).



Policy Development and Application:

· Apply as appropriate procedures and practices which will enhance corporate and departmental operations and housing services.

· Support the Housing Manager to develop the Association’s Policies and Procedures in respect of the Housing Management Team.

Customer / Stakeholder Engagement:

· To assist the Housing Team to carry out customer engagement activities. 

· Ensure that all communications are professional, accessible and in plain English. 

· Contribute to the investigation and resolution of front line and formal customer complaints in adherence to the Association’s complaints policy.



	Additional Duties:

· Uphold the Association’s commitment to diversity and equalities, and ensure this commitment is reflected in your conduct and actions.

· Comply with the Association’s policies on Health and Safety and all emergency procedures.

· Comply with all Association policies and requirements in relation to openness and confidentiality 

· Comply with the SFHA Code of Conduct for Staff members

· Attend meetings and training sessions as required

· Commit to continuous professional development and to maintain up to date knowledge in your specialist area

· Carry out any other tasks reasonably requested by the Housing Manager or Housing Management Director. 
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