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PRIVATE EXETER CITY COUNCIL

Person SpecificationPRIVATE 
JOB TITLE
:
Housing Officer 
GRADE
:
Grade 8

POST NO
:
3414/3415/3416/3417/3418/3419/3420/3421/3422/3423/3424
SERVICE
:
Housing
UNIT

:
Housing Customer
	SELECTION CRITERIA
	ESSENTIAL

(
	DESIRABLE

(
	CATEGORY

	QUALIFICATIONS
A professional qualification to HNC level in a relevant discipline or substantial proven relevant experience  
Membership of the Chartered Institute of Housing
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	EXPERIENCE/KNOWLEDGE SKILLS
Experience of delivering a comprehensive  housing management service (ideally for a minimum of 3 years) with a social landlord and demonstratable knowledge of the key challenges involved in this work
IT experience both in relevant programmes (e.g. Word, Excel, Access. PowerPoint etc) and in using appropriate systems to deliver operational outcomes

Experience of communicating in a multi agency forum, obtaining and passing on complex information

Experience of, and commitment to, resident involvement 
Experience in case managing reports of anti social behaviour

Proven knowledge of housing legislation and landlord and tenant law and ideally have experience of preparing and presenting cases or giving evidence in court.

Knowledge of risk management including lone working and health and safety
Well organised with the ability to prioritise and be responsible for a heavy personal workload
Ability to communicate effectively and appropriately to a variety of audiences, across a wide range of disciplines to include written and verbal presentations.

Good negotiation and listening skills to be used for example for dealing with disputes/complaints between tenants or between tenants and the council. 
The ability to be confident and assertive in difficult circumstances and be able to deliver information that could potentially be unwelcome or unpopular. 

Understanding and commitment to the principles of equality and diversity and their application to the housing service

The ability to identify repairs and maintenance issues whilst on site and act upon breaches of tenancies and be able to idnetify  
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	SPECIAL REQUIREMENTS/ATTITUDE
A positive ‘can do’ attitude

A high level of personal resilience 
Must be prepared to travel to various sites and other venues and potentially attend meetings outside of normal office hours 
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COMPLETED BY:
Service Lead Housing (Customers)

DATE: August 2014   



