[image: image1.jpg]Ashfield
Homes



ASHFIELD HOMES LIMITED

JOB DESCRIPTION

Section 1

DEPARTMENT:
Housing Services

SECTION:
Housing Management


POST TITLE:
Housing Services Project Officer


RESPONSIBLE TO: Assistant Director of Housing



Services

JOB GRADE:
Grade SO1

CAR USER:
Essential


LOCATION:
Head Office or any other administrative location within Ashfield.

SPECIAL CONDITIONS

1. The Housing Services Project Officer must hold a full driving licence and have access to a motor vehicle during working hours, which must be insured to the Company’s requirements.

Section 2
OVERALL JOB PURPOSE

To undertake any project that falls within the remit of the housing services department including day to day housing management issues, Supported Housing and managing and developing employees.

Section 3
KEY TASKS AND RESPONSIBILITIES including JOB ACTIVITIES

The Housing Services Project Officer will undertake a full and varied range of tasks and responsibilities aimed at developing the knowledge and skills needed to practice efficiently as a housing management professional.

The functions covered include, but are not restricted to:-

Rent Arrears Management

Allocations

Estate Management

Supported Housing

Void property management

Aids and adaptations for disabled people

Employee Management and Development

Tenant participation

Tenancy management

Housing finance

Housing and Building legislation

The Postholder will work within both the Housing Management and Supported Housing sections of the Housing Services Department to develop a full understanding of the role and functions undertaken by Housing Services.

PERSONAL REQUIREMENTS

1. Type of Experience

The majority of office systems are computerised.  Therefore the Housing Services Project Officer will have experience at operating systems using a PC and have good keyboard skills.

The Housing Services Project Officer will need:

· An interest in and sensitivity to dealing with people

· A commitment to providing an excellent housing service

· Good communication skills

· Organisation skills

· Ability to use initiative to solve problems

· A desire to take on responsibility

· An interest in developing new skills

· Understanding of people with different cultural backgrounds and social needs

2. Qualifications

The postholder must have a relevant degree.
3. Contacts with People
The Housing Services Project Officer must have good interpersonal skills as he/she may be in contact with Company employees, tenants, contractors, Councillors and external agencies providing services to the community 
PERSONAL REQUIREMENTS (Continued)

4. Creativity and Innovation

The tasks carried out are guided by Ashfield Homes housing policies and procedures and legislative requirements.  The Housing Services Project Officer will be required to make decisions within laid down policies and procedures.  He/she must be able to write reports and should draw senior officers’ attention to existing practice and procedures which could be improved to ensure the service operates more efficiently.  The Housing Services Project Officer will undertake projects as directed by the Assistant Director of Housing Services.

5. Accountability

The Housing Services Project Officer must carry out duties prudently in order to ensure that the resources for the management of the housing stock are used efficiently and waste is avoided.  The Housing Services Project Officer will assist  Managers in the provision of the day to day housing management service.

6. Impact

The impact of this post will depend on the duties being undertaken by the Housing Services Project Officer.  However, the post will contribute to providing an excellent housing management service.

7. Managerial and Supervisory Responsibility


None.
8. Independent Action

Decisions are made within laid down policies and procedures but routine and some non-routine tasks are carried out with the minimum of day to day supervision and the Housing Services Project Officer must be able to exercise discretion within policy and procedural guidelines.

9. Special Attributes

It is important that the Housing Services Project Officer supports the concept of providing an excellent housing service.  The Housing Services Project Officer must have a genuine interest in people and be able to deal with the public in a friendly and patient manner.
To promote and encourage tenants, leaseholders and residents to take part effectively in consultation and local housing decision making processes.

The Housing Services Project Officer must be self-motivated and able to work flexibly under pressure in a dynamic and changing environment.

10. Physical Requirements

The Housing Services Project Officer must be able to undertake home and site visits, operate a VDU workstation and comply with the Company’s dress code.
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PERSON SPECIFICATION
Post:
Housing Services Project Officer
Division:
Housing Services

Base:
Ashfield Homes Ltd., Head Office, or any other administrative location within Ashfield.

JOB CRITERIA
	
	
	Essential

Desirable
	Source of Evidence

	Skills
	Project Management

Organisational Skills

Presentation Skills

Problem Solving

Keyboard

Communication Skills

Interpersonal Skills
	E
E

E

E

E

E
E
	App Form/Interview
App Form/Interview
App Form/Interview
App Form/Interview
App Form/Test
App Form/Interview
App Form/Interview

	Knowledge
	Office systems

Current housing issues

PC and Window based systems
	D
D
E
	App Form
App Form

App Form/Test

	Qualifications
	A Degree
	E

	App Form

	Other Requirements of the Job
	Full valid driving licence

Self motivated

Flexible

Ability to work on own initiative

Ability to operate a PC/ keyboard

Undertake home visits

Innovative
	E
E
E
E
E
E
E
	App Form
App Form/Interview
App Form/Interview
App Form/Interview
App Form/Test
App Form
App Form/Interview

	Comments/ Reasons for Rejection
	
	
	


Disability Discrimination Act 1995

The ways in which a disabled person meets the criteria for a post must be assessed as they would be after any reasonable adjustments required had been made.

If appropriate, disabled candidates should indicate on the application form if they have needs which should be considered at the shortlisting stage.

18 August 2010
housingservices Project Officer.doc

