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Last Updated
June 2026

Job Title
Administration Officer (Housing)

Service Area
Housing Services

Grade
Grade 10

Reports to
Housing and Homelessness Recovery Manager

Location
Muriel Matters House, TN34 3UY

Purpose of the Job

To act as the Administration Officer for a department or team of Officers and Managers. 

To deal with enquiries from the general public and administrative support in processing responding to those enquiries. 

To carry out administrative support to the statutory duties of the Council in support of the relevant team/ activity.


Job Description
Main Responsibilities
· Type and produce correspondence and reports, written and numerical as directed by manager/ team. Draft and send out letters/notifications on a range of issues as agreed within the team.

· Source and place requisitions for goods and services for the team on the financial management system and monitor stock levels, undertake stock taking as required.

· Record and distribute the post and sift e-mails to ensure the team answers correspondence promptly.  Respond to correspondence in accordance with team procedures. Process outgoing post.

· Use electronic and paper departmental filing systems to store and retrieve information. Create and open new files. Undertake the scanning and indexing of documents.

· Organise meetings across the Council/ with Councillors and with external organisations and partners for manager/team as required. Invite attendees, book rooms and refreshments, collate and circulate the agenda and reports and take minutes at the meeting for agreement with the Chair of the meeting.  

· Provide advice within team procedures and send out standard information in response to enquiries from the general public over the telephone, e-mail and face- to-face.   Decide when an issue needs to be referred to an Officer. Answer Officers’ telephones when out of the office and deal with issues if possible. Act as the contact for freedom of information enquiries and (for some) reporting of racist and other incidents. 

· Use relevant department databases, collate information as needed by the team, deal with public complaints, make corporate health and safety returns, government and council returns. Collate data and run reports producing basic statistical information.

· Research information, regularly maintain, input and obtain information from databases and registers as needed by the area of work and team members. Identify improvement and update the service area’s information on the Council’s website.

· Develop and maintain an effective working relationship with the Council’s Contact Centre, providing advice and guidance to Contact Centre staff and resolve complex customers’ queries and complaints relating to the service area by telephone and in writing to ensure a high level of service to the public. Provide advice and progress on cases/applications.

· Deal with aggressive individuals and to complaints over the telephone, e-mail and face-to-face in a manner that defuses anger and gives a professional impression of the Council.






· Check applications received by the public to ensure information is complete and advise on improvements as needed. Provide advice on progress of applications & cases to members of public.

· Take payments for services for the Council and interrogate the system to resolve payment queries. Produce budget monitoring reports as required.

General Responsibilities
· Participate in an annual performance appraisal based on agreed objectives that are linked to the Council’s corporate objectives and priorities.

· Ensure that all duties and services provided are in accordance with the Council’s Equalities and Diversity policies and procedures.

· To comply with individual responsibilities, in accordance with work role for health and safety in the workplace.

· Ensure that all duties and services provided are in accordance with the Council’s Child and Vulnerable Adult Protection policies and procedures.

· All employees may be called upon to assist with a range of elections duties for the Council on an occasional basis when elections are called. Participation in elections duties is subject to the terms and conditions as determined from time to time by the Returning Officer or Central Government. 
 
· All employees will ensure that duties and services provided are in accordance with the Council’s climate change strategy and action plan.

· Undertake such other duties and tasks appropriate to the grade and character of work such as changes in information systems and new technology as may reasonably be required. Therefore, the above list of key result areas in this job description should not be regarded as exclusive or exhaustive.

The Council may, at any time and if relevant to the post, require a Basic, Standard or Enhanced DBS (Disclosure and Barring Service) Check to be carried out. An enhanced check provides details of a person’s convictions, cautions, reprimands and warnings held on the Police National Computer. In addition, it includes a check of the relevant barred list and any locally held police force non conviction information considered relevant to the job role, by the relevant Chief Police Officer(s). Please see below Person Specification if a DBS check is required for this post. 



The information received from the DBS service will be kept confidential and the information will be objectively assessed to establish whether you are suitable for the position. We will ensure that conviction information is not misused and that ex-offenders are not treated unfairly. 
The key result areas to this post are set out in this job description. It should be noted that the Council reserves the right to update the job description from time to time to reflect changes in or to the post after consultation about any proposed changes. Significant permanent changes in duties and responsibilities will require revisions to be made to this job description.
















Person Specification
Job Title
Administration Officer (Housing)

Essential Requirements
Qualification

1. Educated to GCSE level to include English and Mathematics at Grade 4/C or above, or equivalent
Experience
2. Experience in an administration role

Knowledge
3. Good working knowledge of word processing, databases and spreadsheets and able to use financial systems
4. Knowledge and understanding of the Local Authority environment and of policies and procedures in the team. Awareness of relevant legislation
Person Aptitude and Skills
5. Good typing speed
6. Able to interpret regulations, policies and statutory information
7. Good communications skills
8. Ability to work in an environment with competing priorities
9. Ability to work in an independent manner and see what needs to be done
10. Accuracy and attention to detail
11. Ability to deal with difficult people over the telephone and face to face and liaise with external agencies
Behavioural Approach 
12. Well organised
13. Flexibility
14. Team Player
15. Initiative

Circumstances
16. Able to work flexible working hours to include occasional evening and weekend working

17. Able to work from home or the office where required
Further behavioural information can be found in our Values & Behaviours Framework which is included in this pack.  Interviews will include competence-based questions and our managers are appraised against the framework as part of our performance management process.

DBS Check Requirements
Due to the nature of this role, this position requires a Basic DBS check. 

Desirable Requirements
Experience
20.	Significant experience of working in an administrative role, specifically customer service and data entry 
21.	Previous experience in a local government or public sector position. 
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