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	Job Title
	Housing Assistant
	Post Number
	HD929

	Grade
	Grade 5 / 6
	Service Area
	Housing

	Special Conditions 
	Basic DBS check required 
	Additional Benefits

	Casual Car User

	Authorised by
	Director of Housing and Communities
	Date
	January 2026  



Job Purpose
	The purpose of this role within the Council is:
	To act as primary point of contact on a day-to-day basis for a wide range of aspects of the Housing Service. 

The postholder will work in partnership with other administrative roles within the Housing Service. 

To assist in implementing the Councils duties, responsibilities, policies and processes within the Housing Service. 
Ensure the effective and efficient delivery of:
· General administration assistance including being the first point of contact for Housing customer calls and dealing with incoming customer enquiries via the website and via email. 
· Able to deal with general enquiries at the first point of contact. 
· Supporting Housing Officers to keep customer records up to date.  


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

	The postholder manages \supervises:
	N/A





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


	
1
	Post holder will be assisting either Housing Options, Private Sector Housing or the Strategic Housing Teams to undertake administrative duties.  

The postholder will be required to attend meetings and liaise with outside organisations as required. 


	
2
	To maintain the computerised systems used by the Housing Service, either our Housing Register (Housing For You) or DEF (used by the Private Sector and Strategic Housing Teams). 


	
3
	To actively promote services available to the public/stakeholders and keep information up to date. To ensure the website, and printed leaflets/documents are kept up to date. 


	
4
	To provide advice to members of the public in respect of all aspects of Housing. This could be via telephone, email, web forms, in person or home visits, in accordance with the councils’ Customer Service Standards.


	
5
	To support the Principal Housing Officers to effectively monitor service delivery and report performance on a quarterly basis.


	6
	To submit government returns for various aspects of the Housing Service on the Governments central portal – DELTA. 


	7
	To assist in the preparation of reports, Freedom of Information Request and Subject Access Requests.


	8
	To attend Council meetings and meetings with statutory/voluntary agencies as required.


	9
	To raise purchase orders when services are purchased, raise invoices when the Local Authority is charging for services, and processing invoices for payment. 


	10
	To raise sundry debtor accounts and monitor payments, to ensure effective use of Council funds.




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

	Minimum of GCSE in English and Maths at Grade C or above. 

	E
	

	Housing qualification or a similar related field. 

	
	D




	Knowledge and Experience

	Essential
	Desirable

	Previous experience in Housing or similar related field. 

	
	D




	Skills Required

	Essential
	Desirable

	Strong customer focus with the ability to treat customers with respect, adapting own behaviour to communicate with the customer in a way that suits the customer’s needs. 

	E
	

	Computer skills: Microsoft Window Packages including Outlook, Teams, Sharepoint, Word, Excel. 
	E
	

	Excellent communication skills. 
	E
	

	The ability to undertake site and home inspections. 
Driving license and access to a car is required.
	E
	

	Ability to communicate effectively to both the internal and external customer. 
	E
	


	Ability to record accurate case and any follow on work. 
	E
	



	Behaviours
	Essential
	Desirable

	Planning and prioritising own workload to meet deadlines

	E
	

	Excellent customer care skills  
	E
	



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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CAREER GRADE INFORMATION



The grade to which appointment to and progression through the structure will be determined is dependent on the following criteria:

At Appointment – Grades 5 and 6

· Appointment is subject to a vacancy at this level being available within the Housing structure AND
· Meeting the criteria specified in the person specification to carry out the required level of duties to be appointed to either Grade 5 or 6.  The level of experience and knowledge will determine the Grade at appointment within the Housing Assistant banding.

Progression from Grade 5 to Grade 6

· The postholder has fully demonstrated that they meet the criteria/experience specified at Grade 5 AND
· The line manager can confirm the postholders satisfactory performance in the post/undertaking the level of responsibility required at Grade 5 AND
· The line manager recommends and fully supports progression to Grade 6


image1.jpeg
o WYCHAVON
DISTRICT COUNCIL

good services, good value





