PERSON SPECIFICATION
	Service:
Housing Services
	Post Title:
  Home Ownership Officer

Grade:             SO1- CBCSCP 23-25
Post Number:  332019243

	

	Attributes


	Essential
	Desirable
	How Identified

	Relevant Experience
	Minimum of 2 years experience in a housing services, customer focused environment.

Experience of managing the Right to Buy process.
Experience of Leasehold Management.
Experience of Service Charge setting and collection


	
	Application Form / Interview

	Education and Training


	Educated to HND/NVQ Level 4 standard, or able to demonstrate equivalent capability
	
	Application Form / Certificates

	Special Knowledge and Skills
	Ability to identify and implement creative solutions to complex problems without recourse to line management

Experience of carrying out Section 20 Consultation processes

Excellent IT and keyboard skills, including the ability to use MS Office packages

Ability to use one’s own discretion and initiative when dealing with customers in stressful situations out of the office.   

Excellent analytical and problem solving skills 
Ability to communicate with people at all levels
Ability to demonstrate empathy in dealing with and resolving dispute situations
Ability to meet deadlines and prioritise work.

Ability to work as part of a team, organise tasks and work unsupervised.

A commitment to equal opportunities.

Knowledge of current leasehold legislation
	Knowledge of building construction and surveying issues.

Knowledge of home ownership issues and / or property purchasing.


	Application Form / Interview / Test


	Any Additional Factors


	Full driving licence and access to a car for work.

Willingness to work outside normal working hours
	
	Application Form




	Prepared by: (Manager) ……………………………………….

Approved by: (Personnel) ………………………………………
	Date:………………………

Date:………………………


