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	Job Title:
	Property Clerical Assistant (PCA)

	Reporting to:
	Senior Property Officer

	Direct Reports:
	NA

	EVH Grade:
	Grade 3 PA5 (£24,545) – PA8(£25,933)




	Job Purpose:

	The Property Clerical Assistant will carry out a wide range of repair and maintenance administrative duties to ensure the efficient and effective delivery of both asset management and the responsive, void and maintenance services. They will act as the first point of contact for all day-to-day repair enquiries and will liaise closely with all members of the Property Services Department. The post-holder will embrace the Association's strategic aims, ensuring that the operational service reflects best performance practice and complies with all legal and regulatory requirements. They will provide clerical and administrative support to the Property Services team in all aspects of repairs, maintenance, estate management, compliance and major project works.

	Property Clerical Assistant - Key Responsibilities

	Administration
	· Act as the Property Services Department's first point of contact for all day-to-day repair enquiries from customers and contractors, across a variety of communication channels. 
· Monitor and action the Repairs email inbox as required. 
· Provide administrative support to ensure accurate data recording on Homemaster and other database records relating to planned maintenance, the Scottish Housing Quality Standard (SHQS) and other areas of property management. 
· Provide administrative assistance with alteration and improvement forms, including those for medical adaptations. 
· Administer job completions on the Association's property management systems through the import and export of data. 
· Provide administrative support to teams in relation to gas servicing, asbestos, legionella and all other key compliance areas.

	Day to Day Maintenance & Void Service
	· Work closely with and support the Property Services Team to schedule repair appointments and maintenance works, including liaison with tenants and contractors to ensure work is carried out timeously and in accordance with LHA's approved procedures and response timescales. 
· Administer void works on request from colleagues. 
· Liaise with energy suppliers to enable the quick turnaround of void properties. 
· Schedule all repair requests within the Association's computerised repairs system, Homemaster, and issue repair orders to contractors in line with priority target timescales. 
· Progress action on reported repairs, including coordinating access arrangements, monitoring progress and keeping customers informed throughout, to achieve high levels of satisfaction with the service. 
· Liaise with the Association's main contractors and other external partners to administer repairs enquiries. 
· Assist the Property Services teams with pre- and post-inspection processes, data entry and repair requests when required

	Customer Satisfaction
	· Assist with the Association's customer satisfaction surveys in relation to repairs and estate management. 
· Ensure that all complaints are recorded in accordance with the Association's complaints procedure and that complaint queries are passed to the relevant Officer for follow-up as required.

	Estate Management
	· Provide administrative support to the team to deliver a highly efficient estate service. 
· Liaise with in-house caretaking staff on any issues raised by customers

	Record Keeping
	· Provide administrative support to ensure that data relating to maintenance contracts is recorded accurately and that records are maintained and kept up to date at all times. 
· Ensure accurate data is entered and recorded to reflect the repairs process

	Invoicing
	· Assist with the processing of repairs invoices and the updating of databases to enable prompt payment of contractors. 
· Assist the Property Services teams with the full completion of work orders at invoice stage

	Any other Duties
	· Provide general clerical and administrative support to the Head of Property Asset & Compliance Management, the Head of Property & Estate Services and the Senior Property Officer. 
· Manage the Association's property key register. 
· Provide cover for colleagues' duties during periods of annual leave. 
· During pressure points, assist with other activities undertaken by the Property Services Department or as requested by Management.
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	Key Performance Indicators
	1. Technical
Working in conjunction with the Property & Housing team, to ensure that the tenants receive the best possible service, including:
· Achievement of target levels of customer satisfaction.
· Achievement of target levels of KPIs.
· Achievement of target levels for Property Services indicators in relation to the ARC, including average time to complete and right first time.
2. Compliance
· Delivery of desired compliance outcomes in property department and business as a whole.

	Key Behaviours
	1. Communication & Influence
· Communicates and keeps people informed.
· Asks rather than tells.
· Where appropriate, asks for personal support.
· Works to build personal relationships with others.
· Commitment to and demonstrates the LHA Listen Hear Act culture for all internal and external customers.

2. Teamwork & Collaboration
· Contributes actively as a team member and shares ideas and information to benefit colleagues.
· Works with the team to achieve results and find solutions.
· Commitment to team decisions.
· Works closely with all teams within the Association, in particular the Housing Management team, to ensure excellent service delivery to tenants and ensuring value- for-money is being received.



	
	
3. Judgement, Planning & Prioritisation
· Plans own day to day work in a structured and disciplined way.
· Takes real ownership for delivery of tasks.

	EVH GRADE GUIDELINES
	Grade 3
Such posts will include responsibility for well-defined areas of administration within policy and /or procedural guidelines.
The bulk of work will primarily be concerned with servicing more senior staff and the collation and provision of routine information for use of seniors/the organisation.
Any contact with tenants/clients will be mainly of an information exchange nature.
Postholders will operate within well understood clerical/administrative procedures and will have only limited discretion to vary the operation of these.
There will be no responsibility for the supervision of other staff



	Person Specification
	Essential
	Desirable

	
	
	

	Job Title: - Property Services Clerical Assistant
	
	

	Qualifications
	
	

	Minimum education to SCQF level 2/3 or equivalent 
	√
	

	Knowledge
	
	

	Good understanding of expected work ethic for Association
	
	√

	Basic knowledge and understanding of common property maintenance issues.
	
	√

	Experience
	
	

	Experience of being part of a successful team (education/employment/voluntary)
	
√

	


	Knowledge of performance-based management in a customer focused service organisation
	
	√

	
Skills and Abilities
	
	

	Ability to manage own workload with minimum input from line manager
	√
	

	Good level of numerical and analytical skills, and an ability to understand, interpret and analyse data/information to help deliver role.
	√
	

	Ability to work under pressure, dealing with competing stakeholders and priorities while delivering results to tight deadlines.
	
√
	

	Experience in using Microsoft Word, Excel, and other IT packages to help deliver expected outcomes of role.
	
√
	

	Customer centered approach both to support internal and external customers, to achieve team objectives and to deliver to Linthouse’s tenants and factored owners a first-class property and estate management service
	


√
	

	Ability to liaise with colleagues and work well as a member of a highly efficient team
	√
	

	Other Requirements
	
	

	Flexibility to work out with normal office hours if required.
	√
	

	Valid driving licence
	
	√

	Respect for others and commitment to equal opportunities
	√
	




	Date Prepared: 
	 10th June 2026

	Prepared by: 
	Derek Rainey, Head of Property Asset & Compliance Management

	Signed: 
	Derek Rainey
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