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Loretto Care is a subsidiary company of Loretto Housing and manages care and support services for a variety of service user groups across the West of Scotland.

There are two services within the Renfrewshire Supported Living Service providing a Housing Support and Care at Home Service to people who have been affected by Homelessness, Substance Misuse or Mental Health issues.
HOUSING ADMINISTRATOR - Ref 6/HA
ABERCORN STREET SERVICE

£19 888 - £23 239 pro rata
30 Hours (Monday to Friday)
Reporting to the Service Manager you will work as part of the team providing an enhanced housing support service to service users, along with assisting service users to manage their occupancy agreement effectively. 
Your role will include responsibility for the service rent accounting system and direct involvement in the management of health and safety within the service and associated property. You will have knowledge and experience of welfare rights and have the ability to provide advice on benefits and housing /accommodation issues.

In addition you will be involved in a range of administrative functions and will have an extensive knowledge of Microsoft Office Applications.  

A relevant qualification at SVQ level III (Housing/Welfare Rights) or equivalent is desirable and a willingness to work towards a relevant qualification within an agreed timescale is essential.  

The post requires excellent communication skills, an ability to work as part of a team and a commitment to all service user groups we work with.  
The successful candidates will be subject to an enhanced disclosure by Disclosure Scotland. 

The Association is an equal opportunities employer offering excellent terms and conditions of employment, including 7.6 weeks annual leave, defined benefit pension scheme and family friendly policies.

Application packs can be obtained by contacting Human Resources on 0141 420 7954, via our website www.lorettoha.co.uk, e-mail recruitment@lorettoha.co.uk or in writing to Lipton House, 2nd Floor, 170 Crown Street, Glasgow, G5 9XD quoting the appropriate reference.
The closing date for applications is 15th September 2010. 
Interviews will be held on 5th October 2010.
For informal enquiries please contact John Sermanni, Team Leader on 0141 848 0859.
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