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PERSON SPECIFICATION

	POST
	PROPERTY SERVICES OFFICER (Reactive & Voids) TEMPORARY
	
	EVH Grade 7 (PA 22-25)
35 hours per week

	CRITERIA
	DETAILS
	ASSESSMENT
	METHOD OF EVALUATION

	
	
	ESSENTIAL
	DESIRABLE
	




	Qualifications / Education /Training 
	

	
	Qualification in building / trades supervision related discipline.
	YES
	
	Application form / Documentation

	Experience

	
	
	
	

	
	Experience of reactive and void maintenance, providing repair diagnosis, project specification, inspection and contractor liaison 
	YES
	
	Application form / Interview

	
	Experience of establishing and maintaining accurate records for all repairs and voids
	YES
	
	Application form / Interview

	
	Experience of diagnosing damp, mould and condensation in domestic properties and annotating reports 
	YES
	
	Application form / Interview

	
	Substantial experience of liaison with external contractors, agencies, and rental households 
	YES
	
	Application form / Interview

	
	Previous experience working within a property or maintenance department of a Registered Social Landlord, Local Authority, or relevant business
	YES
	
	Application form / Interview

	
	Staff supervision or line management experience
	
	YES
	Application form / Interview

	
	Experience of HomeMaster (the database used by the Association) or other Housing systems

	
	YES
	Application form/ Interview

	Skills / Knowledge
	

	
	Competent user of Microsoft Office packages including Word and Excel and preparing, analysing and reporting key performance information data
	YES
	
	Application form / Interview

	
	Organisational and communication skills, verbal and written
	YES
	
	Application form / Interview

	
	Ability to work under pressure and keep to tight deadlines
	YES
	
	Application form / Interview

	
	Ability to work on own initiative as well as part of a team
	YES
	
	Application form / Interview

	
	Knowledge of current housing / social rental accommodation issues
	
	YES
	Application form / Interview

	
	Knowledge of building works procurement
	YES
	
	

	Personal Attributes & Qualities
	

	
	Friendly, calm and assertive manner, able to engage with service users who may be displaying stress and anxiety, a confident but assertive approach in dealing with service users and colleagues
	YES
	
	Application form / Interview

	
	Able to maintain deadlines despite conflicting priorities and pressured workload
	YES
	
	Application form / Interview

	
	An enthusiastic team worker with all colleagues
	YES
	
	Application form / Interview

	
	A keen problem solver
	YES
	
	Application form / Interview

	
	Have a positive attitude to customer service and to provide good public image of the Association
	YES
	
	Application form / Interview

	
	Commitment to continuous improvement
	YES
	
	Application form / Interview

	
	Commitment to the Association’s values of listen, support, respect, communicate and deliver
	YES
	
	Application form / Interview

	Other
	
	
	
	

	
	Access to a car insured for business purposes and a full current driving licence
	YES
	
	Documentation

	
	Ability to attend meetings/ events outwith normal work hours
	YES
	
	Application form / Interview

	
	Able to follow and develop policies and procedures and adapt working practices to changes in the operational environment
	YES
	
	Application form / Interview
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