
Person Specification




Date: April 2019
Post Title: Lettings Officer




Post No:


Division:   Housing 





Grade: 7
Salary: £27,711 - £30,060 per annum
 

	
	Essential (E)

Desirable (D)


	Criteria


	Measurement

(see below)

	Skills, Knowledge, and Experience


	D

E

D

E

E

E

E

D

E

E

E
E

E


	A sound knowledge of legislation, current national housing policy issues and good practice as it relates to social housing allocations and tenancies.

Experience of assessing customers circumstances for access to services.

A working knowledge of welfare benefits and good practice in debt advice.

Excellent customer services skills and experience of working in front line customer service.

Excellent communication skills – both written and oral with ability to present information clearly in a way that promotes understanding. This will include experience of interviewing and negotiating.

Proven ability to work with customers to resolve issues. 

Able to develop and maintain relationships and networks within and outside the Council in order to keep abreast of trends, initiatives and best practice.

Experience of working co-operatively in partnership to deliver services.

Able to plan and manage time and workloads.

Able to work under pressure and maintain acceptable performance.

Excellent IT skills, including Microsoft Office Products, databases and systems administration.

Good level of literacy and numeracy

Must be a car driver and have a valid driver’s licence

	1,2,3

1,2,3

1,2,3

1,2,3

1,3

1,3

1,3

1,3

1,3
1,2,3

1,3

1,3

1,3

	Equal Opportunity 


	E

E
	Must be able to recognise discrimination in its many forms and be willing to put the Council's Equal Opportunities policies into practice.

Must be committed to implementing good practice on equal opportunity issues


	1,3

1,3

	Qualifications


	E
	Good educational background 
	4

	Attitude and Motivation


	E

E

E

E

E

E

E

E

E


	Positive and approachable manner. 

Self-motivated and enthusiastic.

An ability to work accurately to deadlines.

Ability to work flexibly.

Approachable and none judgemental attitude to assessing customer’s needs.

Able to plan and organise workloads to meet deadlines that can be unpredictable and cause conflicting demands 

Positive attitude to working as part of a team to deliver and develop services

Personal qualities of enthusiasm and resilience.

Must have a pro-active approach to dealing with challenging issues


	1,3

1,3

1,3

1,2,3

1,3

1,3

1,3

1,3



	Safeguarding

	E
	Commitment to the protection and safeguarding of children, young people and adults with care and support needs
	1,3



Measurement: 1 from application form

2 Test after short listing



  3 Probing at interview

4 Documentary evidence


JD  Housing Lettings Officer 01.05.13

