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	PERSON SPECIFICATION 


	ROLE: Housing Options Officer 

	ESSENTIAL REQUIREMENTS
	DESIRABLE

	
Qualifications


	· 5 GCSE grades A to C, or equivalent
	· Educated to A level standard or higher

	

Experience

	· Experience of dealing with the public face to face and by phone.

· General office and figure work.

· Experience of liaising with external partner organisations


	· Experience of working within a housing environment.

· Experience of working with vulnerable clients in need of support.

· Experience in an advice / information giving role

	
Skills





	· Good communicator – orally and written.

· Good IT skills. Ability to become proficient with specialist IT systems.

· Ability to make decisions in absence of manager.

· Ability to process sensitive and personal data and to treat appropriately 

· Good attention to detail. Ability to carry out a task thoroughly and accurately

	· Some knowledge of the legislative framework in relation to the assessment of housing need

	

Behaviours
	· TEAMWORK – Achieve more by working together



· INNOVATION – Seek solutions to deliver services in the best way


· EFFECTIVENESS – Focused on achieving results



· RESPECT – Value the views and opinions of others 


	· Understands the benefits of working as a team and the fact that it includes the whole organisation 
· Understands and communicates collaborative working and the benefits of developing and suggesting new ideas.
· Communicates good organisation and problems solving attributes.  Is self-motivated.
· Understands respect and listening to the opinions of others.
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