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PERSON SPECIFICATION:
Lettings Co-ordinator
	Qualities
	Essential
	Desirable

	Competencies
	Good communication and interpersonal skills with people at all levels.

Highly organised and able to manage own workload to meet targets and deadlines.

Flexible and able to work as part of a customer focused team.

Able to deal in a professional manner with colleagues and people outside the organisation.

Be an effectively problem solver, who can work on own initiative.

Numerate and literate and have attention to detail.


	

	Experience
	Computer literature and fully conversant with uses of information technology in business.

Experience of working individually and as part of a team.

Experience of developing effective working relationships.
Experience of monitoring and evaluating own performance against targets.
Experience of working to policies and procedures.


	1 year’s experience of working in a social housing environment.

Experience of working in a similar lettings/allocations role.
Experience of Choice Based Lettings.

Knowledge of housing legislation.

	Commitment
	To provide the best possible service to customers and tenants of the company.


	

	Qualifications
	Good standard of general education.
	Relevant housing or professional qualification.



	Special Conditions
	Willing to work outside normal working hours when required.
Current clean driving licence and use of your own vehicle.


	

	Other Attributes
	Self motivated.

Positive, can-do attitude 

Ability to work within a busy pressured environment.


	


