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	Service Area:
	Housing Options

	
	

	Job Title/Grade:
	Administrator (Allocations) Scale 5

	
	

	Responsible to:
	Senior Housing Options Officer

	
	

	Our Culture & Values:
	All job roles at Rochford District Council require the post-holder to be flexible and proactive in their approach.  Being customer focused and willing to maximise your potential at work are expected.  We will work together to achieve the very best for our residents which sometimes means getting involved in projects and trying new tasks outside of your day-to-day job role.  We love our staff to suggest new ideas and to have enthusiasm to try out new experiences.



	Job Purpose

	To provide a professional, responsive and customer-focused administrative service to support the delivery of Housing Allocations, including the administration of the Housing Register and Choice Based Lettings Scheme, ensuring applications are processed efficiently, records are maintained accurately, and services are delivered in accordance with legislation, policy and best practice.




	Main responsibilities

	Deliver a high standard of customer service across telephone, email and face to face channels ensuring enquiries are handled efficently and professionally.
Ensure that applications for the housing register are processed in accordance with the Housing Allocations Policy, verifying housing applications and reviewing support evidence and requesting additional information where required
Undertake a range of administrative duties including managing correspondence, updating and maintaining electronic records, issuing decision letters and ensuring information is stored accurately and confidentially.
Support vulnerable customers and signpost them to appropriate services
Process invoices, purchase orders and financial records
Assist with Freedom of Information (FOI) and data requests
Assist with the administration of Choice-Based Lettings
Liaise with other internal and external partners as required
Maintain confidentiality and ensure compliance with GDPR 










	Corporate Responsibilities

	To observe all the requirements of Safeguarding and report any potential Safeguarding concerns in accordance with the Council’s Safeguarding Policy
To comply with all appropriate legislation and Council policies including the Officers Code of Conduct, Health & Safety at Work Act 1974 etc and the Council’s Health & Safety Police and procedures
To support the Council’s Equalities & Diversity Policies
All staff may on occasions be required to support the Council to deal with emergency situations affecting the community we serve.  In the event of such an emergency or, of a rehearsal for such an event, the Postholder may be required to attend at times and locations outside of the norm for the post and to adopt the duties directed by the officer in charge for the duration of the emergency situation.
To contribute to project work arising from the Business Plan and to undertake any other reasonable duties as may be required from time to time by the Line Manager/Leadership Team 




	Recruitment Advert (Short Version)

	We are looking for a motivated Administrator to join our Housing team. You will provide essential admin and customer service support, helping residents access services and ensuring smooth day-to-day operations.

Previous administrative experience is essential; housing knowledge is desirable.

If you are organised, proactive and customer-focused, we would love to hear from you.




	Review

	The duties and responsibilities of this post may vary from time to time according to the changing requirements of the Council. The job description may be reviewed at the discretion of the relevant Assistant Director in the light of those changing requirements and in consultation with the postholder. In any event, the Head of Paid Service reserves the right to review and amend the job description.


	
Signed (Postholder):                                                                  Dated:






Personal Specification:
	Post
	Administrator (Allocations)



	Essential Requirements

	Knowledge and Skills

	Educated to GCSE level or equivalent, including English and Maths or able to demonstrate equivalent knowledge and experience
Knowledge of GDPR, data protection, confidentiality and information governance requirements. 

	Excellent customer service skills with the ability to communicate effectively and sensitively with a wide range of customers. 

	Strong verbal and written communication skills. 

	Excellent organisational and administrative skills. 

	Good IT skills, including proficiency in Microsoft Office applications such as Word, Excel, Outlook and Teams. 

	Strong attention to detail and accuracy. 

	Experience

	Experience providing administrative support within a busy office environment. 
Experience delivering high standards of customer service across multiple channels, including telephone, email and face-to-face. 
Experience handling sensitive and confidential information. 
Experience working with databases and electronic record management systems.

	Ability

	Ability to organise and prioritise workloads to meet competing deadlines. 

	 Ability to work effectively both independently and as part of a team. 

	Ability to interpret and apply policies, procedures and guidance consistently. 

	Ability to build and maintain positive working relationships with internal and external stakeholders. 

	Ability to work accurately under pressure and manage a varied workload. 

	Ability to handle challenging situations professionally and sensitively.

	Ability to organise and prioritise workloads to meet competing deadlines. 

	

	








	Desirable Requirements


	Knowledge and Skills

	Knowledge of Housing Allocations Policies and Choice Based Lettings schemes. 

	Understanding of housing legislation, statutory guidance and local authority housing services. 
Knowledge of housing register administration processes
Knowledge of safeguarding principles and the needs of vulnerable households
Familiarity with Housing Management systems 

	

	Experience

	Experience working within a Housing Allocations, Housing Needs, Housing Options or Temporary Accommodation service. 
Experience assessing and processing housing register applications. 
Experience administering Choice Based Lettings schemes. 
Experience processing invoices, purchase orders and financial records. 

Ability

· Ability to understand and explain housing allocations policies and procedures to customers. 
· Ability to analyse supporting evidence and identify missing or conflicting information. 
· Ability to support service improvements and contribute to achieving team objectives. 
· Ability to adapt to changing legislation, policies, and service priorities. 
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