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Person Specification

Post:
Housing Officer
Essential criteria

1. Housing experience
At least one year in a housing management role, ideally supporting tenants who need extra help to stay housed. You’ll understand what good housing management looks like, and how to deliver it.

2. Welfare benefits knowledge
Working knowledge of Housing Benefit, Universal Credit and rent-related support, with the ability to help tenants navigate the benefit system when issues arise.

3. Legal and regulatory knowledge
Understanding of tenancy law, evictions, and health and safety requirements.  An ability to apply this fairly, with good judgement in a calm, and compassionate way.

4. Property and tenancy management
Experience of property inspections, tenancy audits, voids, and supporting tenants to understand and meet their responsibilities. Confident in identifying risks and taking practical action.
5. Communication and collaboration
Able to build trust with tenants, communicate clearly, and work well with landlords, contractors, partner agencies, and colleagues to find shared solutions.

6. Caseload and time management
Skilled at managing a busy caseload, keeping records, and adapting to changing priorities. Willing to work flexibly, including occasional out-of-hours work.

7. Client-centred practice and safeguarding
Experience of identifying risks and responding to safeguarding concerns, with good judgement and understanding of professional boundaries
8. ICT Skills and record keeping 
Experience using Microsoft Word, Excel, and case management or housing systems to keep accurate records and support joined-up working.

9. Driving licence and access to transport
Full UK driving licence and access to a car, with the ability to travel independently.

Desirable Criteria 

1. Knowledge of the Private Rented Sector, in particular the challenges for landlords and letting agents in the Private Rented Sector and/or other types of housing.
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