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PERSON SPECIFICATION


Department/Section:	Housing & Neighbourhood Services
Job Title:  	Assistant

	Requirement
	Essential
	Desirable 

	1.    Education & Qualifications

	A minimum of 3 higher grades or equivalent
	√

	

	Hold or be prepared to achieve:
· Chartered Institute of Housing Level 4 Diploma in Housing
	√
	

	Professional Membership of the Chartered Institute of Housing
	
	√

	2.    Experience

	Experience of working in an office environment
	√
	

	Experience of dealing with day to day customer enquiries in person, in writing or by telephone
	√
	

	Experience in attending and taking part in meetings
	
	√

	Budget management and financial awareness
	
	√

	3.    Knowledge

	Knowledge and understanding of the Scottish Social Housing Charter
	√
	

	A knowledge and understanding in at least 3 of the following:
· Allocations and access to housing
· Rent collection and debt recovery
· Tenant participation and customer involvement
· Tenancy and estate management
	√
	

	Knowledge and understanding of the services provided by registered social landlords
	
	√

	4.    Skills and Abilities

	The ability to maintain effective working relationships with colleagues, other organisations and partners
	√
	

	Competent in the use of Microsoft Outlook, Word and Excel at intermediate level or above
	√
	

	The ability to work on your own initiative
	√
	

	Ability to prioritise and schedule workloads for self
	√
	

	Ability to provide excellent customer service
	√
	

	Ability to communicate clearly both verbally and in writing to a variety of audiences
	√
	

	Ability to analyse and interpret trend data
	√
	

	Ability to meet Key Performance Indicator Targets

	√
	

	5.    Other Requirements 

	To respect and maintain confidentiality in relation to Association business and its customers at all times
	√
	

	Committed, flexible and adaptable approach to work requirements
	√
	

	A “Can Do” attitude and focus
	√
	

	A “team player”
	√
	

	Be prepared to travel and work in other areas of Argyll & Bute when required
	√
	

	A Full UK driving licence and access to a vehicle for business use
	√
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