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PERSON SPECIFICATION:	

Property Project Coordinator
 

	Qualities & Competencies
	Essential
	Desirable


	Qualifications 

	Good standard of education such as GCSE, AS, A levels, NVQ, etc


	


	Experience 

	General administration


	Co-ordinating projects or programme delivery in housing, construction or sustainability

Working with residents or customers in a housing or community setting

Managing suppliers’, contractors and or consultants

Project and programme management

Financial and budgetary management

Engaging with external stakeholders 



	Knowledge, Skills & Abilities
	Basic understanding of Health & Safety Regulations

Competent in the use of standard Microsoft products such as Outlook, Excel and Word, Teams and the like.

Ability to interpret technical reports and data

Ability to consult, engage and influence stakeholders

Strong organisational and time management skills

Excellent communication and interpersonal skills
	Familiarity with general social housing policy standards and regulation.

Understanding of retrofit principles and PAS 2035 framework

Carbon Reduction aims and targets

Government or other funding streams relating to residential carbon reduction and energy improvements (WHSHF/ ECO)

Basic understanding of residential construction

Knowledge of housing systems such as stock data systems (e.g. Keystone)






	Behaviours & Values
	A collaborative and proactive approach to problem solving                                                                      

A passion for sustainability and improving housing quality

	



	Core Competencies: 

Customer Focus:








Communication:






Critical thinking:




Flexible and adaptable:



Lead and manage:





Teamwork:
	

Seeks out customers' input to better understand their needs; develops ideas for how to meet those needs. Follows up to ensure intended actions are accomplished and results are achieved.




Take steps to keep others informed about what they need to know. Approachable, personable, able to form positive relationships 



Challenge the way things are currently done and the way opportunities and problems are approached


Adopt a practical approach to achieve the required results 


Create, gain agreement for, and implement actions to achieve the business aims of Teign Housing 


Work effectively with others and ensure team objectives are met 
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