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EMPLOYEE
       







SPECIFICATION


                                          








	Dept: Community & Wellbeing
	Section: Advice & Community Services


	Post No: COAC02011
	Designation: Housing Advisory Assistant
	Grade: 5



	Qualification:

E        Good standard of general education, with 4 GCSE’s, including Maths and English, at 
grade C or above (or equivalent), or demonstrable experience to show you are literate 
in these areas. 
D        NVQ in Customer Service or equivalent


	Knowledge/Skills/Abilities:

E
To be able to communicate effectively with customers and stakeholders in a polite and 
efficient manner in person and via the telephone
E
Computer/PC Keyboard skills
E
Ability to work with limited supervision and under pressure
E
Appreciation of our multi-cultural client base
D
An understanding of homelessness
D
Evidence of interviewing skills



	Experience:

E
Experience in the use of computerised systems including Microsoft Office
E
Experience of counter reception duties and dealing directly with customers.


	Special Requirement:

E
Must be willing to undertake training in a wide range of issues relating to the work of the Housing Advisory Services
E
To be sensitive to the situation of the homeless.

D
The ability to speak an Ethnic Minority Language or to understand sign language would be an advantage.

 In addition, other duties at the same level of responsibility may be allocated at any time.

	NB   E    Essential

        D    Desirable
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