[bookmark: job-purpose][image: ]JOB DESCRIPTION

	JOB DESCRIPTION
	Housing Assistant
	

	REPORTING TO
	Housing Manager
	GRADE
	EVH GRADE 6
 

	POST REFERENCE
	HR2022/2
	DATE
	 28/9/2026


	


Job Purpose
The Housing Assistant will support the delivery of high-quality, efficient and customer-focused housing management services to tenants, residents and housing applicants.
Working closely with the Housing Manager and other colleagues, the post-holder will undertake a wide range of housing management, tenancy administration and customer service duties, contributing to the effective management of the Association’s housing stock and the delivery of excellent services to customers.
[bookmark: corporate-responsibilities]Corporate Responsibilities
· Uphold the values of the Association and ensure compliance with all relevant policies, procedures and the staff Code of Conduct.
· Act with integrity and professionalism in all matters relating to the Association and its customers.
· Maintain confidentiality and ensure that personal and sensitive information is handled in accordance with data protection legislation and the Association’s policies.
· Participate in training and development to maintain up-to-date knowledge, skills and awareness of relevant legislation, regulatory requirements and best practice.
· Act as a positive ambassador for the Association.
· Contribute to the continuous improvement of services through feedback, collaboration and a commitment to high standards of customer service.
· Assist with the preparation and distribution of reports and other management information as required.
· Attend Management Committee meetings and provide administrative support, including the preparation of minutes, where required.
· Undertake any other duties reasonably required to support the effective operation of the Association.
[bookmark: allocations-and-lettings]Allocations and Lettings
· Manage the Association’s Common Allocation Policy and associated procedures.
· Process housing applications and maintain accurate and up-to-date applicant records.
· Respond to housing and allocation enquiries and provide appropriate information and advice to applicants.
· Liaise with Glasgow City Council regarding nominations and Section 5 referrals and process these in accordance with the Association’s policies and procedures.
· Carry out home visits to housing applicants where required.
· Arrange and conduct property viewings.
· Assist with tenancy sign-ups and ensure all relevant tenancy documentation and information is completed and recorded accurately.
· Maintain and regularly review housing applications and any suspended applications in accordance with policy and procedure.
[bookmark: tenancy-and-rent-management]Tenancy and Rent Management
· Support the Housing Manager in the administration and implementation of the Association’s rent arrears policy and procedures.
· Assist with the monitoring and management of rent accounts, including arrears, credits, payments and adjustments.
· Process rent payments accurately through the Association’s Housing Management System.
· Ensure appropriate arrears actions are undertaken in accordance with Association policy and relevant pre-action requirements.
· Provide information and assistance to tenants regarding Housing Benefit, Universal Credit and other welfare benefits, signpost or make referrals to appropriate support agencies where required.
· Liaise with external agencies and partner organisation’s to provide appropriate support to tenants and customers.
· Maintain accurate and up-to-date tenant and customer records on the Association’s Housing Management System.
[bookmark: tenancy-administration]Tenancy Administration
· Assist with the administration of tenancy changes and other housing management transactions in accordance with Association policies and procedures.
· Ensure tenancy records are accurately maintained, including the commencement and termination of tenancies.
· Provide administrative support to the Housing Manager in relation to tenancy management matters.
· Respond to tenant and customer enquiries in a professional, efficient and customer-focused manner.
· Prepare and issue standard correspondence and other documentation as required.
[bookmark: estate-management-and-contractor-liaison]Estate Management and Contractor Liaison
· Carry out regular estate inspections to identify issues affecting the condition, appearance and management of the Association’s estates.
· Liaise with contractors and other partners to ensure identified issues are reported, monitored and addressed promptly.
· Liaise with and monitor landscaping contractors to ensure agreed environmental and estate management standards are achieved.
· Identify and report any health and safety concerns arising during estate inspections or home visits.
· Ensure appropriate records are maintained in relation to estate inspections, identified issues and follow-up actions.
[bookmark: customer-service-and-engagement]Customer Service and Engagement
· Support the delivery of efficient, accessible and high-quality customer service to tenants, residents and housing applicants.
· Provide reception duties and cover when required.
· Communicate with customers in a respectful, professional and supportive manner.
· Respond appropriately to customer enquiries and ensure matters are progressed or referred to the relevant member of staff.
· Support tenant engagement and consultation activities where required.
· Develop and maintain positive working relationships with tenants, residents, contractors, external agencies and partner organisations.
[bookmark: health-and-safety]Health and Safety
· Comply with all Association health and safety policies and procedures.
· Follow lone working procedures when undertaking home visits, estate inspections or other duties out with the office.
· Report health and safety concerns or hazards promptly through the appropriate procedures.
· Contribute to maintaining safe and secure working environments for tenants, colleagues and contractors.
[bookmark: team-support-and-deputising]Team Support and Deputising
· Provide administrative and operational support to the Housing Manager and wider management team.
· Work collaboratively with colleagues to ensure the effective delivery of housing and customer services.
· Deputise for the Housing Manager, within the scope and authority of the role, when required.
· Carry out other reasonable duties appropriate to the grade and responsibilities of the post.
[bookmark: general]General
This job description is intended to provide a general statement of the duties and responsibilities of the post. It is not exhaustive and may be amended or reviewed from time to time to reflect changes in the needs and priorities of the Association.
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