
	GLEN HOUSING ASSOCIATION
PERSON SPECIFICATION


	HOUSING OFFICER



	1.


	Education and Experience
	Essential
	Desirable

	1.1


	Good all-round education, preferably to higher level qualification or equivalent

	*
	

	1.2


	Holds a CIH Level 3 or similar  qualification in Housing, or relevant experience

	*
	

	1.3
	Holds a current full UK Driving licence


	*
	


	2.


	Knowledge, Skills and Abilities
	Essential
	Desirable

	2.1


	Excellent interpersonal and communication skills (written and oral)

	*
	

	2.2


	Effective team player, capable of coping with changing circumstances and demands 

	*
	

	2.3


	Strong organisational and time management skills with ability to manage and prioritise day to day workload with minimal supervision

	*
	

	2.4


	Self-motivated, enthusiastic and flexible attitude to tasks 

	*
	

	2.5


	Experience of working in a Social Housing environment 

	*
	

	2.6


	Highly competent in the use of computerised systems 

	*
	

	2.7
	Awareness and good understanding of Welfare Reform and Universal Credit

	*
	

	2.


	Knowledge, Skills and Abilities
	Essential
	Desirable

	2.8

	Awareness and understanding of Inclusion/Equality issues


	*
	

	2.9
	Experience of working in a wider housing management function 

	
	*

	2.10

	Experience in Microsoft Office packages 

	
	*

	2.11
	Experience in Housing Management/Rent Accounting software


	*
	

	2.12
	Sound knowledge of current legislation relating to Housing Associations


	
	*

	2.13

	Experience in providing advice and assistance on welfare benefits


	*
	

	2.14
	Experience of working in a diverse community 


	
	*

	2.15
	Problem solving and the ability to analyse issues and implement effective solutions

	
	*
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