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ROLE PROFILE
	Job Title: 
Property Administrator
	Role Reports to: 
Property Manager 
	Business Function:  
Housing Management 
	Evaluated Tier:  
7A


	Job Purpose: 
Supporting the operational team to deliver cost effective and efficient local based services, including voids (vacant properties), lettings, compliance and anti-social behaviour. 


	Key Competencies:
· Flexibility & Resilience

· Interpersonal Understanding

· Meeting Customer Needs 

· Results Focus

· Gathering/Seeking Information

· Problem Solving & Decision Making




	Key Responsibilities:
1. Producing and co-ordinating the daily gas list for Property colleagues and teams.
2. Assisting the Property teams with general administration e.g. letters/mailshots.
3. Responding to Customer enquiries/emails, ensuring a consistent and high level of customer service.
4. Manage the processing of invoicing and Goods Receipt Notifications (GRN) in a timely manner, ensuring that Financial Standing Order (FSO) policy & procedures are followed at all times.
5. Support Your Housing Group’s approach to capturing and responding to customer feedback, by taking a lead in proactively minimising and assisting in the resolution of customer complaints.

6.  Identify and report any issues/breaches in relation to Health & Safety and to actively promote a safe working environment. 
7. Adhere to safeguarding policy and procedure at all times and, where appropriate, refer customer’s at risk to relevant and appropriate agencies/Local Authority (LA).

8. Proactively contribute to the overall strategic direction of the directorate and wider organisation supporting development and implementation of corporate policy and procedures, service improvement planning initiatives such as digital by default, customer profiling and Customer Involvement Panel (CIPS) and Customer Assurance Panels (CAPS)

9. Undertake all compliance responsibilities in accordance with policy and procedures including Gas Servicing, Communal Inspection and Fire Risk Assessment and Datix reporting.  
10. To respond to routine housing related enquiries and provide administrative support to the local / regional team as required.  



	
	Essential
	Desirable

	Knowledge


	· Knowledge of ICT systems and process such as Microsoft Excel, Word and Powerpoint. 
	· Experience of working in a property lettings role
· Experience of working in a target driven environment

	Skills 


	· Excellent customer service skills committed to going the extra mile

· Excellent ICT skills, proficient in the use of word, excel and outlook

· Strong organisational skills with an ability to effectively prioritise a busy and reactive workload

· Positive attitude with a flexible and adaptable approach to able to respond to situations creatively
· Demonstrable problem-solving skills  
· Proven strong team-working skills
	

	Experience

	
	

	Qualifications/Education

	· GCSE Maths and English (or equivalent)
	


	People Management Responsibility?


	No line management responsibility

	Budgetary Responsibility?


	No budgetary responsibility


	Key Relationships (internal/external)


	Communicate effectively with colleagues and customers both internally and externally.



	Safeguarding of Children Young people and Vulnerable Adults 

Your Housing Group is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment. 

As a Your Housing Group employee, it is your responsibility to attend safeguarding training in accordance with YHG safeguarding training strategy and to be aware of and work in accordance with the YHG safeguarding policies and procedures and to raise any concerns relating to such procedures which may be noted during the course of duty.


	Date Role Profile Created/Updated: 


	November 2018
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