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	Job Title
	Housing Apprentice
	Post Number
	HD898T

	Grade
	Apprentice Rate
	Service Area
	Housing

	Special Conditions 
	
	Additional Benefits

	Casual Car User

	Authorised by
	Director of Housing and Communities
	Date
	June 2026  



Job Purpose
	The purpose of this role within the Council is:
	To provide administrative and other support within the Housing Service whilst obtaining on the job experience and a related vocational qualification.  

This role will spend time learning practical experience across the Housing Service, including: 

Housing Options: the housing waiting list, homelessness and outreach support. 
Private Sector Housing: property standards, enforcement, licencing for Houses of Multiple Occupation, Housing Assistance Grants and Empty Homes. 
Strategic Housing: Corporate project management, bringing forward affordable housing supply, customer feedback and service delivery / improvement. 


	Responsible for demonstrating commitment to working in line with the Councils' values

	Responsible for championing and demonstrating the Council’s Leadership Behaviour Framework

	The postholder works for:
	Principal Housing Officer (Strategic Housing)  

	The postholder manages \supervises:
	None




	
Key Accountabilities (All accountabilities will be carried out in line with the Council’s policies, procedures and relevant regulations and legislation)


	These duties will be undertaken at an apprentice level which assumes no previous experience or knowledge of the duties. Duties will be undertaken under the supervision of the Principal Housing Officers within the Housing Service team who will provide the necessary coaching, mentoring and support.  Typical duties will include:

	
1
	To work with other members of the housing team to include Housing Options / Private Sector Housing and Strategic Housing to provide administrative and other support.


	
2
	To undertake and complete a customer service qualification 


	
3
	To gain experience in undertaking routine clerical duties such as post opening and distribution, scanning and indexing of documents onto the I.T. systems, routine filing, ensuring a clear audit trail on customer accounts etc.


	
4
	To learn how to operate general office equipment such as photocopiers, scanning machine etc.

	
5
	To assist with data entry onto the various Housing related I.T systems, keeping records of customer and partner agency contact up to date.


	
6
	To be supported to prepare documents using MS Office software. 


	
7
	To respond to customer queries: answer the telephones in the office, take messages and give basic housing advice where appropriate (seeking advice when needed), and ensuring customer records are updated. 


	
8
	To help with the production of information available to the public such as leaflets, website, social media, national campaigns etc.


	9
	To accompany colleagues to undertake site, scheme and customer visits where appropriate. And independently as training and knowledge progresses. 


	10
	Other such duties as may be required from time to time in line with the grading of the post and requirements of the apprentice’s Personal Training and Work Plan. 


	11
	To comply with all aspects of the Council’s Code of Conduct and Equal Opportunities Policy.


	12
	To comply with health & safety legislation and the Council’s safety Practices.







NOTES:

1. Duties will inevitably develop and change as the work of the Council changes to meet the needs of our customers.  Employees should therefore expect periodic variations to job descriptions, and the Council retain this right.  This job description will be supplemented on a regular basis by individual objectives derived from Council strategies.

2. Where an applicant or an existing employee is or becomes disabled (as defined by law) and inform the Council fully of their requirements reasonable adjustments will be made to the job description wherever possible. 
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	Qualifications (or knowledge and experience at an equivalent level)

	Essential
	Desirable

	GCSE in Maths and English at Grade 4 - 9 (or equivalent)
	E
	

	Willingness to undertake a customer service qualification
	E
	




	Experience

	Essential
	Desirable

	Completion of work experience placement
	E
	

	Previous office-based experience would be an advantage
	
	D




	Skills Required

	Essential
	Desirable

	Good communication skills
	E
	

	Basic keyboard skills and IT literacy
	E
	

	Ability to travel throughout the district
	
	D



	Behaviours
	Essential
	Desirable

	A genuine interest in Housing and a desire to make a difference to people’s lives

	E
	

	Willingness to work as part of a team
	E
	

	Flexible attitude

	
	D




Note: Applicants who are disabled (as defined by law) will be guaranteed an interview if they meet the essential criteria provided that this information is noted under the relevant section of the application form.
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