LORETTO CARE
PERSON SPECIFICATION
POST:   Housing Administrator



               LOCATION: Renfrewshire Homelessness Service - Abercorn Street
	REQUIREMENTS
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS/TRAINING


	Demonstrate the ability and commitment to achieve a relevant qualification within an identified time scale.
	Housing or Welfare Rights qualification at SVQ III/HNC or equivalent level
ECDL


	EXPERIENCE


	Experience of Working With Microsoft Office.

Administrative Duties.
Experience of providing Welfare Rights & Benefits Advice.
	Working With Vulnerable People. 

Housing Issues.
Rent account systems.

	KNOWLEDGE


	Knowledge of housing and welfare rights legislation.

Microsoft Office Systems.
Demonstrate awareness of data protection.
Demonstrate awareness of service user/staff confidentiality.
	

	SKILLS/ABILITIES


	Excellent organisational skills.
Excellent numeracy skills.

Excellent literacy skills.
Excellent communication skills.
Ability to deal with issues sensitively.
Self motivated.
	

	OTHER REQUIREMENTS


	Able to work as part of a team.
Commitment to service users.
	Driving licence and access to a car.


Signed__________________________

Date ________________________

(Recruiting Manager)
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