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Job Description and Person Specification


Last Updated
June 2026

Job Title
Property Officer

Service Area
Property and Commercial Assets

Grade
Grade 8

Reports to
Property and Commercial Assets Manager

Location
Muriel Matters House, Hastings

Purpose of the Job
The role is primarily focused on providing operational and administrative support to the property/estates team. It involves handling enquiries from tenants and the public, coordinating maintenance and contractor activities, supporting compliance tasks (such as inspections and insurance checks), and ensuring smooth day-to-day management of property-related processes and records.




Job Description
Main Responsibilities
· Provide information and respond to enquiries from members of the public, tenants and other stakeholders, referring complex matters to senior colleagues where appropriate.

· Manage the Estates email inbox. 

· Respond to enquiries from tenants and liaise with team as needed.

· Check tenants’ compliance with insurance requirements.

· Raise minor works orders and monitor progress of orders, circulate quarterly open order reports to team and deal with any enquiries arising.

· Raise sales orders and requisitions.

· Undertake void property inspections in accordance with insurer requirements.

· Take, record and submit regular meter readings.

· Undertake emergency lighting tests and record results.

· Provide general admin support for the team.

· Arrange and coordinate contractor site visits and maintain associated records.

· Conduct Quarterly Health & Safety inspections and write-ups for non-industrial land and property.

· Review archived files and conduct file digitalisation.

· Manage key distribution.

· Manage digital and paper incoming / outgoing post for the team.

· Organise team meetings and 1:1’s and take minutes.

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
Property Officer

Essential Requirements
Qualification
1. Good standard of English and Maths, evidenced by GCSE Grade C/4 or above, or equivalent qualification or experience.
Experience
2. Significant previous 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. 
5. Working knowledge of property administration processes and an understanding of relevant legislation and Council procedures.
Person Aptitude and Skills
6. Excellent verbal and written communication skills and the ability to communicate effectively at all levels. 
7. Ability to develop good working relationships with officers across the Council. 
8. Numeracy. 
9. Numerical skills and the ability to process financial information accurately.
10. Problem-solving skills. 
11. Ability to deal with difficult people over the telephone and face to face. 
Behavioural Approach 
12. Satisfactory attendance record (normally less than 5 days absence in a year) but taking into account individual circumstances
13. Well organised.
14. Flexibility. 
15. Team Player
16. Accuracy and attention to detail. 
17. Ability to work in an environment with competing priorities. 
18. Ability to work in an independent manner and see what needs to be done. 
19. Initiative. 
20. Political awareness in dealing with internal and external contacts. 
21. Ability to keep confidential information confidential. 
Further behavioural information can be found in our 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.

Circumstances
22. Able to attend evening and weekend meetings and events as required.
23. Current clean UK Driver’s licence and access to own vehicle with business car insurance (or acceptance that this must be obtained).
DBS Check Requirements
This role does not require a DBS check.

Desirable Requirements
Qualification
24. Business Administration qualification or equivalent.
Experience
25. Experience working in a property, estates, facilities management, or local authority environment. 
Knowledge
26. Understanding of landlord and tenant processes. 
27. Knowledge of property management or asset management systems. 
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