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Job title:

	Lettings Assistant  

	
Employer:

	Weaver Vale Housing Trust 

	
Location:

	Gadbrook Park  

	
Contract:

	Fixed Term Contract up to 10 months (Secondment cover). 

	
Annual Salary:

	£29,521.86 (Full Time Equivalent) per annum

	
Hours of work:

	37 per week 

	
Department:

	Regeneration > Lettings

	
Reporting to:

	Lettings Team Leader

	DBS Requirement for the role:
	
Not Required



NB. The information outlined below is the purpose of the post, i.e. why it exists, and the key accountabilities of the post holder, i.e. the outcomes required of the post. This is not a list of tasks or duties, as post holders are required to perform any reasonable task within their competence to deliver the stated outcomes.


	Job purpose

	
To provide effective and efficient administration support to the Lettings Team. This includes offering advice and information to applicants, WVHT customers and partner agencies relating to the Local Authority’s Common Allocation Policy, and the Trust’s process for allocating homes and garages.

Using a person-centred approach, we adapt our response to both neighbourhood and Customer needs, resulting in thriving communities with sustainable tenancies and increased customer satisfaction.



	Key Accountabilities


	
1. To support the delivery of a customer focused Lettings service, ensuring empty properties are re-let quickly and in accordance with relevant legislation, regulation, policy, and procedure. 

2. Be the first point of contact for applicant, WVHT customers or partner agency enquiries via phone, email, or face to face. Responding in line with WVHTs Customer Care standards and managing customer expectations effectively.

3. Ensure internal and external IT systems are accurately updated to reflect any changes to the customers housing status, this includes activating new tenancies and ending tenancies accurately on the Trusts’ Housing Management System.

4. Lead on and manage the tenancy termination process, liaising with customers leaving the Trust, and identify any issues which may impact upon the successful termination of the property e.g., property is left in an acceptable condition and keys returned to the Trust on time.  

5. Support the advertising of Trust properties, using a commercial approach and platforms where appropriate e.g., Rightmove, to maximise marketing opportunities and keep void rent loss to a minimum.

6. Maximise the use of technology e.g., Adobe Sign, to streamline the digital services we offer to our customers. 

7. Provide administration of the Homeswapper scheme for Trust customers wishing to use this platform.

8. Actively support the achievement of corporate Key Performance Indicators (KPIs) and Strategic Achievement Measures (SAM’s).





Person specification 

	
	Essential
	Desirable

	
Qualifications

	· 3 GCSE’s, Grade GCSE 4-9 / A* - C (Math’s and English) or equivalent level of qualification
Or
· Experience of working in a Social Housing Allocations Team.

	


	
Experience

	· Experience of working with a wide range of customers and stakeholders.
 

	· Updating Housing Management Systems.
· Experience of managing customer expectations.
· Marketing experience - an understanding of using commercial approaches to advertise homes available for rent.




	
Knowledge
	· Demonstrate proficient use of Microsoft Office packages. 


	· Knowledge of choice-based lettings schemes.
· Basic knowledge of Equality and Diversity, GDPR and Safeguarding legislation.
· Basic knowledge of Health and Safety legalisation.

	
Skills / Competencies

	· Customer service skills.
· Attention to detail.
· Excellent written and verbal communication skills.


	· Problem solving.


	
Attitude






	· An enthusiastic and proactive team player.
· Represent and promote WVHT values.
· Demonstrates self-motivation, drive, and resilience.
· Committed to working flexibly to meet the requirements of the role.
· Committed to customer service excellence.
	



I confirm this is the correct accountability profile for my Lettings Assistant role.

Post-holder Name:

Signature: 

Date: 
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