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February 2026


Dear Applicant

Position of Housing Officer

Thank you for your interest in the above vacancy. 

I am pleased to enclose an application pack which contains the following documents:

Job description
Person specification
Summary of the terms and conditions of employment with us 
Organisational Structure
Application Form
Equal opportunities monitoring form

If called for interview, please be aware that there will be some ‘’competency driven” test outcome questions asked of you which may have timed responses allocated to them.

Please feel free to visit our website www.westgrantonhousing.coop where you will find a good range of information which describe who we are and what we do.

If you wish to apply, please use the application form provided.

Please do not attach a CV or any other additional materials as these will not be considered. 

Your completed application should be e-mailed to: recruitment@evh.org.uk

Please note that it is your responsibility to ensure we receive your application before the post closes at Midday on Monday 09th March 2026

Interviews will take place on Monday 16th March 2026.

All applications received will be acknowledged. 

Yours sincerely
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David Mills
Chief Operating Officer
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	   Job Description



	Role Title: 
	Housing Officer
	Responsible To: 
	Housing Manager

	Grade: 
	EVH Grade 7 
	Date: 
	February 2026 

	Responsible for: 
	Outstanding Customer Service, Rental Income, Arrears Management, Tenancy Management / Sustainment, Estate Management, Allocations & Void Management. 

	Job Purpose: 
 
The Housing Officer will work within a small team of housing staff covering all areas of Housing Management. Main duties include ensuring rental income is maximised and all tenancy issues are effectively managed while meeting high standards of customer service in support of the 5 core values of WGHC. The HO will report to and work directly under the line-management of the Housing Manager.

The HO will contribute to all aspects of the work of the co-operative and be responsible for the achievement of relevant key performance indicators, i.e. benchmarks.  The HO will be expected to perform to the level and responsibilities of an EVH grade 7 operative as outlined within the EVH grading guidelines. The HO will work in accordance with internal policies, best practice, legislation and liaise with external agencies as required. The HO will be required to provide training and mentoring to either the HA or AHO and/or other HM team colleagues.




KEY TASKS

CUSTOMER SERVICES
Deliver a consistently high standard of service to all service users. Take ownership and the responsibility for any service related enquiries and/or complaints, ensuring the latter are recorded on the case management area of Home Master. Case management is key – seeing any scenario through from start to finish.

RENT ACCOUNTING
Maintain the rent accounting system including the management of terminations, commencements, diary notes, housing benefit transactions, rent debit and reports, including completion of the weekly breakdown arrears statistics sheets. Input housing benefit, universal credit, direct debit and bank standing order payments. As rents are the sole source of income to WGHC, this is a key requirement and primary task of the role.

DEBT MANAGEMENT
Manage WGHC’s current and former tenant debt with a focus on maximising WGHC’s income whilst ensuring tenants are supported and assisted, taking a proactive approach. Fulfil pre-action requirements and deal with housing benefit & universal credit claims, notifications and queries, accessing the Portal on a daily basis for HB notifications. Process, amend rent accounts, HB/UC trans as necessary and advise tenants of outcomes in writing. Ensure knowledge of relevant and applicable legislation and regulations within this element of the role. 



TENANCY MANAGEMENT / SUSTAINMENT
Work with tenants concerning all tenancy management related issues including breaches of tenancy, abandonments, permissions and support related matters with a focus on tenancy sustainment. Home visits are to be carried out where appropriate/practical. Take enforcement action accordingly. Key knowledge of the Housing Act, successions, assignations and the SSTA are vitally important. Experience of case management of anti-social behaviour is a key requirement.

Understand the legal processes and remedies of breaches of tenancy, prepare case summaries and paperwork and instruct appropriate legal actions to be raised by our solicitor. Attend court hearings and supply evidence and witness statements where required. Attend evictions and abandonment enforcements to ensure security of the property, take inventories and arrange storage of furniture and possessions. 

ESTATE MANAGEMENT 
Carry out the inspection of individual gardens/communal areas as required/reported to you ensuring prompt and appropriate action is taken to comply with set benchmarks and the SSTA.


TENANT PARTICIPATION / SATISFACTION
Contribute to the implementation of the Tenant Participation / Satisfaction Strategy, via the use of surveys, home visits, AGM attendance and other required forums.

ALLOCATION & VOID MANAGEMENT

Work cross functionally with the Maintenance Team to deliver allocation of properties through Edindex, the WGHC Internal Transfer List, Management Transfer List and mutual exchanges. Arrange membership appointments with both applicants and Committee Members. Assist with void management as required, ensuring benchmarks are achieved.

GENERAL

· In relation to all key tasks undertake correspondence, prepare letters and reports as necessary.
· Maintain accurate records of databases, spreadsheets and all other housing management work undertaken.
· The use of I-Auditor and other, similar, software and equipment will be required.
· Provide cover for other Housing Management staff in their absence.
· Ensure your working practices are in accordance with Equalities and Data Protection requirements.
· Take such steps as are reasonably practical to ensure the health and safety of yourself and others.
· Perform shared team duties of ensuring the mail is posted out each day, attending to the front desk, taking payments, cashing up, answering the telephone promptly, dealing with enquiries, handling and resolving front line complaints, printing the online housing benefit notifications, bank statements, direct debits.
· Ensure the completion of highly accurate statistical information in support of senior management and the compilation of management reports.


The above is not an exhaustive list of duties and responsibilities and may be subject to amendment to take account of changing circumstances. Any changes will be made following discussion with the post holder. The post holder will remain flexible in line with the needs of the post and of the Co-operative.
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Person Specification 
Housing Officer


	HOUSING OFFICER - PERSON SPECIFICATION
	Essential
	Desirable

	
KNOWLEDGE:
	
	

	Thorough knowledge of housing legislation and best practice
	X
	

	Full understanding of policies and procedures in relation to services
	X
	

	Working knowledge and understanding of housing benefit, Universal Credit and welfare benefits

	X
	

	ABILITIES / COMPETENCIES
	
	

	Personal effectiveness
	
	

	Able to build and sustain effective working relationships
	X
	

	Highly developed communication skills with the ability to present and act in a positive and persuasive manner

	X
	

	Functional/Technical
	
X

X
	

	Excellent organisational skills, able to plan own work and deliver to targets

	
	

	Excellent communication skills (oral and written), able to draft clear, detailed but succinct records and letters

	
	

	Able to produce accurate reports within an agreed timescale
	X
	

	Able to interpret policy / procedures to resolve problems
	X
	

	Clear understanding of legal processes associated with tenancies
	X
	

	Able to work as part of a team contributing to team discussion and overall team performance.
	X
	

	Able to contribute to policy and procedure development
	X
	

	Able to carry out process improvement reviews
	X
	

	Able to communicate assertively particularly when in pressured situations
	X
	

	Highly experienced use of  Microsoft Word, Outlook and Excel 
	X
	

	Ability to formulate and contribute to Newsletter Articles
	
	X

	Able to operate the Edindex system
	
	X

	Able to use Homemaster Management System
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Person Specification 
Housing Officer – continued


	HOUSING OFFICER - PERSON SPECIFICATION
	Essential
	Desirable

	PERSONAL ATTRIBUTES:
	
	

	Passionate about delivery of excellent customer service and follows principle of getting it right first time

	X
	

	A flexible and adaptable approach interested in continuous improvement of yourself and the services provided to tenants
	X
	

	Strong ability to work unsupervised
	X
	

	Inquisitive mind that follows problems through to their conclusion
	X
	

	Self-motivated
	X
	

	Takes personal responsibility for decisions and actions
	X
	

	Committed to the Co-operative’s values
	X
	

	Ability to follow policies and procedures
	X
	

	EXPERIENCE
	
	

	Experience (typically 3 yrs+) of working in a generic housing and estate management role

	X
	

	Experience of using a computer based integrated customer management system

	X

	

	EDUCATIONAL ATTAINMENT / QUALIFICATIONS
	
	

	
CIH Level 4 Diploma in Housing Studies or equivalent

	X
	

	PROFESSIONAL BODY MEMBERSHIP
	
	

	Holds membership of the Chartered Institute of Housing
	
	X

	OTHER REQUIREMENTS FOR THE ROLE
	
	

	
Full driving licence
Disclosure Check, Level 1 

	
	X
X




[image: A picture containing text, font, logo, graphics

Description automatically generated]Summary Terms & Conditions 
Housing Officer



West Granton Housing Co-op is an EVH (Employers in Voluntary Housing) employer and the terms and conditions for this post are largely in accordance with EVH terms and conditions.

	
Salary Scale:
	
EVH Grade 7
£42,707 - £45,505 (with effect from 01st April 2026)

	
Duration of Contract:
	
Permanent, office based in Edinburgh

	
Hours of Work:
	
35 hours per week
Mon – Fri: 9:00a.m. to 4.30pm

	
Place of Work:
	
West Granton Housing Co-op Office
26 Granton Mill Crescent, Edinburgh 
EH4 4UT

(Full Office Working Required)


	
Annual Leave:
	
40 days leave (made up of 25 days annual leave and 15 public holidays), April – March


	
Pension:
	
West Granton Housing Co-op is a member of the Scottish Housing Association Pension Scheme (SHAPS) Defined Contribution Pension Scheme and contributes 10%.



This summary is for general guidance only and will not form part of the contract of employment.
[image: A close-up of a person

Description automatically generated][image: A person smiling for the camera

Description automatically generated]

                                                                                                                                                                                             

[image: A picture containing text, font, logo, graphics

Description automatically generated] WGHC Organisational Structure



[image: A blue and white brochure with a group of people

AI-generated content may be incorrect.]




[image: A picture containing text, font, logo, graphics

Description automatically generated]For Office use only:  






Post Applied For: Housing Officer

Closing date: Midday on Monday 09 March 2026

Applications received after this time will NOT be considered


PLEASE COMPLETE ALL SECTIONS
CVs will not be accepted.

The information that you supply in this application form will enable the interview panel to decide whether to invite you to an interview.  Whilst all sections may not be relevant to you personally, you should complete the form as fully and as accurately as possible to enable your application to be given full consideration.  
Please note that the first two pages of this form will not be shown to the shortlisting panel. 

Personal Information
	
Title: 		Surname:				First Name:

Address for Correspondence:

	
Postcode:

Private Telephone Number:			Mobile Number:

E-mail Address:

Your Daytime Telephone Number (on which a message may be left):





Equality Act 2010
	We are committed to being an Equal Opportunities Employer.  If you have a disability as defined in the Equality Act 2010, are there any arrangements that would assist you in attending an interview? Please provide details below.









Referees
	Please give details of two referees. They should be qualified to comment on your ability and experience for this appointment and should include a referee from your current or most recent employer.  We do not accept references from family members.

Referees will not be approached prior to a conditional offer being accepted. 

	
Name:

Job title:

Company:

Address:



Postcode:

Email:

Tel No:

	
Name:

Job title:

Company:

Address:



Postcode:

Email:

Tel No:




Immigration, Asylum & Nationality Act 2006
The Immigration, Asylum and Nationality Act 2006 makes it an offence to employ anyone who is not entitled to live or work in the UK. All applicants selected for interview will be required to provide evidence that they are entitled to live and work in the UK. Appropriate documentation may include the original of your current passport, visa, birth certificate or any other document [or combination of documents] indicated by the Act.

Do you currently have the right to work and live in the UK? 	     
YES / NO    (please delete as appropriate)


The Data Protection Act 2018 
Information from this application will be processed for purposes permitted under the Data Protection Act 2018 and the UK General Data Protection Regulation. You have, on written request, the right to access all personal data West Granton Housing Co-op holds about you.
Information about how your data is used, and the basis for processing your data is provided in West Granton Housing Co-operative job applicant privacy notice.
Rehabilitation of Offenders Act 1974
The Rehabilitation of Offenders Act 1974 enables some criminal convictions to become spent or ignored, after a ‘rehabilitation period’. Excepted posts are those to which the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 applies. You may be entitled to withhold information about convictions that are ‘spent’ under the provision of the act.  In the event of employment, any failure to disclose could result in dismissal or disciplinary action by your employer.  If selected for interview you will be required to complete a criminal convictions declaration form that will only be reviewed if an offer of employment is being made.



Canvassing
Canvassing directly or indirectly in connection with the appointment shall disqualify your application. If discovered after appointment you will be liable to dismissal.

Confirmation of Qualifications
If selected for interview you will be required to bring with you the original certificate(s) of all qualifications referred to in this application. This extends to membership of professional bodies.

Advertisement Source

Where did you see this post advertised?  ___________________________________

Declaration
I have read this application form fully and I declare that the information I have given in support of my application is, to the best of my knowledge and belief, true and complete.  I understand that if it is subsequently discovered that any statement is false or misleading, or that I have withheld any relevant information my application may be disqualified or, if I have already been appointed, I may be dismissed without notice.



Signed:						Date:	__________________

Post Applied For: Housing OfficerFor Office use only:  



Secondary Education (please list subjects passed)
	SCQF Level 5 e.g. National Award
or equivalent
	Grade
	SCQF Level 6
 e.g. Higher Grade
or Equivalent
	Grade

	


	
	

	













Further Education 
	University or Further Education Establishment
	Course(s) &
Subjects Studied
	SCQF Level 8/+
e.g. Degrees, Diplomas, Certificates or Equivalent Obtained

	













	
	



Professional Qualifications
	Name of Awarding Body
	Qualifications Obtained, Membership of Professional Institution etc

	

	



Training Courses
(Please give details of any relevant short courses or training undertaken)
	Course(s) Undertaken
	Provider(s)

	

	



Computer Skills (please detail your experience)
	









Present or Most Recent Employment
	Name & Address of
Employer
	Date From:
	
	Date To:
	

	
	Position Held:

	

	
	Salary and other benefits/payments

	

	
	Notice Required:

	

	
	Reason For Leaving:

	

	Nature of Post (please describe your main duties):







Employment History (list in order with most recent post first)        
	Name & Address of
Previous Employer(s)
	From
Month/Year
	To
Month/Year
	Position Held, Main Duties and Reason for Leaving

	
	
	
	


Please continue on a separate sheet if necessary.


Employment with West Granton Housing Co-operative
West Granton Housing Co-operative wishes to compare your experience, skills and knowledge with its requirements. You should, therefore, try to show in the following part of the form how you satisfy these. This does not have to be from paid work but can be from other experience. The Selection Panel may consider candidates who do not meet all the requirements, therefore please complete all sections as appropriate.

	Management of current and former tenant debt with a focus on maximising income whilst ensuring tenants are supported and assisted, taking a proactive approach.
	

	Fulfil pre-action requirements and deal with housing benefit & universal credit claims, notifications and queries, accessing the Portal on a daily basis for HB notifications. Process, amend rent accounts, HB/UC trans as necessary and advise tenants of outcomes in writing. Ensure knowledge of relevant and applicable legislation and regulations within this element of the role. 

	

	Work with tenants concerning all tenancy management related issues including breaches of tenancy, abandonments, permissions and support related matters with a focus on tenancy sustainment.

	

	Home visits are to be carried out where appropriate/practical. Take enforcement action accordingly. Key knowledge of the Housing Act, successions, assignations and the SSTA are vitally important.

	

	Contribute to the implementation of the Tenant Participation / Satisfaction Strategy, via the use of surveys, home visits, AGM attendance and other required forums.

	

	Work cross functionally with the Maintenance Team to deliver allocation of properties through Edindex, the WGHC Internal Transfer List, Management Transfer List and mutual exchanges.
	 

	Arrange membership appointments with both applicants and Committee Members. Assist with void management as required, ensuring benchmarks are achieved.




	

	Maintain accurate records of databases, spreadsheets and all other housing management work undertaken. 
Ensure the completion of highly accurate statistical information in support of senior management and the compilation of management reports.




	

	Perform shared team duties of ensuring the mail is posted out each day, attending to the front desk, taking payments, cashing up, answering the telephone promptly, dealing with enquiries, handling and resolving front line complaints, printing the online housing benefit notifications, bank statements, direct debits.


	

	Demonstrable experience in housing management with a Registered Social Landlord including allocations, neighbour disputes, anti-social behaviour, estate management




	

	Keep up to date with changes, best practice and innovations within your areas of works and attend appropriate training, conferences and seminars.

	






Additional Information
	Please provide any relevant information not covered elsewhere on this form, which may include other activities e.g. voluntary work, major achievements, projects to date and indicate how this will enable you to contribute further to this post.






















Relationship to Staff Members
	If you are related to any employee of West Granton Housing Co-operative or anyone who has been employed as a staff member or has been engaged as a supplier, consultant or contractor in the last 12 months, please provide details: 


												





Relationship to Committee Members
	If you are related to a Committee member of West Granton Housing Co-operative or anyone who has been a Committee member in the last 12 months, please provide details:


												






When completed this form can be returned by e-mail to: 
recruitment@evh.org.uk

Please note that the closing date/time for receipt of applications is

Midday on Monday 09 March 2026

Interviews will be held on Monday 16 March 2026
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	Post applied for: 
	

	We are committed to equal opportunities in employment ensuring that no job applicant or employee receives less favourable treatment because of age, disability, gender reassignment, marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex or sexual orientation. 

If you wish to assist us in achieving a diverse workforce, and advertising our vacancies appropriately, please complete the following questionnaire. If you do not wish to complete the form, this will have no bearing on any selection decisions.

All information will be treated in the strictest confidence, processed anonymously and separately from any application form you submit. The information will not be provided to or shared with the shortlisting or interview panel.



	Ethnic Origin
Please select the appropriate box to indicate your ethnicity 


	 White

	English
	
	Scottish
	
	Welsh 
	

	Northern Irish
	
	Irish 
	
	British 
	

	Gypsy or Irish Traveller
	
	

	Any other White background, please state: 


	Asian or Asian British 

	Indian 
	
	Pakistani 
	
	Bangladeshi
	

	Chinese 
	
	

	Any other Asian background, please state: 


	Black, African, Caribbean or Black British 

	African 
	
	Caribbean 
	
	

	Any other Black, African or Caribbean background, please state: 


	Mixed or Multiple Ethnic Groups

	White & Black Caribbean
	
	White and Black African 
	
	White and Asian 
	

	Any other Mixed of Multiple ethnic background, please state: 


	Other Ethnic Group 

	Arab 
	
	Arab Scottish/British 
	
	

	Any other Ethnic Group, please state: 


	Prefer not to say 
	
	



	Gender

	Male 
	
	

	Female
	
	

	Prefer not to say
	
	

	Prefer to self-describe, please provide details: 



	Sexual Orientation 


	Heterosexual/Straight
	
	Gay/ Lesbian
	

	Bi-Sexual 
	
	Prefer not to say
	

	Prefer to self-describe, please state:  




	Religion 


	Prefer not to say

	I would describe my religious background/ belief as: 





	Age 


	16-24
	
	25-34
	
	

	35-44
	
	45-54
	
	

	55-64
	
	65+
	
	

	Prefer not to say
	
	



	Disability 


	Prefer not to say

	Do you consider yourself to have a disability, impairment or health condition which affects your day to day activities? 
	Yes
	
	No 
	

	The information in this section is for monitoring purposes only. If you believe you require a reasonable adjustment as part of the recruitment process, please discuss this with the recruiting manager or indicate this on the relevant section of the application form.

 






[bookmark: _Hlk9497661]      WEST GRANTON HOUSING CO-OPERATIVE LIMITED
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West Granton Housing Co-operative Limited is a fully mutual housing co-operative 
registered as a social landlord with the Scottish Housing Regulator (HAC 225); and is a 
registered society under the Co-operative and Community Benefit Societies Act 2014 (2357 RS).
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