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Job description 
 

 

Post: Housing Needs Administrator 

 

Grade:    Sc5-Sc6-SO1 

 

Responsible to: Senior Housing Needs Officer 

 

Responsible for: N/A 

 

 

 

The Career Grade: 

 

The Sc5 level 

This is a development grade so progression at some point to Scale 6 is 

assumed. There is no fixed time frame for progression which will depend upon 

the postholder’s ability to perform all aspects of the job description (both 

core and any specialised elements) to a satisfactory level. The assessment will 

take place at appraisal. 

 

 An employee at this level will undertake the full range of duties but under 

closer supervision from more senior staff. They will be expected to take 

responsibility for more straightforward tasks but look to more senior staff for 

advice regarding more complex work. There will be emphasis on training and 

development and an employee would not normally be expected to remain 

at this level for more than 2 years. 

 

The Sc6 level is the core grade appropriate for fully competent 

Administrators. 

 

The SO1 level is the level for more senior administrators working on specialised 

or complex activities. They will be expected to take full responsibility for cases 

and projects and to assist or supervise more junior staff if required. There is no 

automatic progression from Sc6 to SO1. 
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Purpose of the job role:   
 

To provide a high quality, responsive, administration support service to the 

Housing Needs team, enabling and supporting the teams work of assessing 

and preventing homelessness and maximising the housing options offered to 

households in need. 

 

To provide operational support to the Housing Needs team, managing a 

range of IT and desk top systems, tasks and processes in order to provide an 

integral front line support facility which is aligned with the information and 

processes of other Homes for Haringey functions and services.  

 

Duties and responsibilities 
 

Administrative support 
 

  Scp 

5 

Scp 

6 

SO1 

1 Set up new cases and households onto HfH systems and 

databases. 

X X X 

2 Respond to and resolve simple housing solutions enquiries 

made by email or telephone & record on internal systems.   

 X X 

3 Provide administrative support in relation to housing 

reviews, including copying and sending files, producing 

standard regulation letters and updating systems 

accordingly.  

   

4 Contact clients directly by phone or email to discuss and 

resolve elements of their circumstances/case with them 

and record outcomes on appropriate systems. 

  X 

5 Have a basic understanding of Homes for Haringey’s 

services and functions, in order to signpost customers 

X X X 

6 Have a good understanding  of Homes for Haringey’s 

services, functions and personnel, in order to signpost 

customers effectively 

X X X 

7 Have a good knowledge of the OHMS and SharePoint 

systems and update these with any additional written data 

or changes of circumstances 

 X X 

8 Service, attend and minute meetings as required  X X 

9 Contribute to the performance and direction of the team 

through contributing to procedural and policy 

development  

 X X 

10 Use own initiative in identifying and carrying out tasks to 

ensure that a good level of service is provided 

 

  X 
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Organisation & Prioritisation 
 

  Scp 

5 

Scp 

6 

SO1 

1 Access and follow relevant information on policies and 

processes and complete tasks to required standards in line 

with these 

X X X 

2 Where relevant, suggest improvements to procedures to 

improve effectiveness, efficiency or customer service. 

 X X 

3 Provide appropriate and accurate advice and guidance to 

others on policies and procedures 

 X X 

4 Work with senior staff to develop and improve procedures 

and contribute to the planning of improvements to the 

service area. 

  X 

5 Use an appropriate system, such as a ‘to do’ list, to plan time 

and tasks 

X X X 

6 Acknowledge incoming tasks and identify conflicting 

priorities 

 X X 

7 Work effectively to deadlines agreed with the line manager 

and/or customers  

X X X 

8 Estimate the time, effort and resources needed to carry out 

tasks 

 X X 

9 Work independently, using own initiative to identify and carry 

out tasks to ensure that a good level of service is provided. 

 X X 

 

 

Communication 
 

  Scp 

5 

Scp 

6 

SO1 

1 Communicate effectively with customers face to face and in 

a way which takes into account equality, diversity and data 

protection requirements 

X X X 

2 Communicate with a wider range of customers, including 

both internal and external customers and stakeholders 

 X X 

3 Produce a limited range of types of written communication, 

often  using standard formats, templates and wording 

 X X 

4 Use IT applications (including Email, SharePoint, Microsoft 

Word, PowerPoint & Excel) to communicate appropriately 

and effectively 

X X X 

5 Work with a wide range of customers at senior levels across 

disciplines and on behalf of more senior staff. 

  X 

6 Produce a wider range of types of written communication, 

both routine and non-routine 

  X 
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7 Understand and be able to use a broad range of 

terminology linked to relevant specialist areas of work 

  X 

 

 

Additionally 

To undertake any other duties consistent with the basic objectives of the 

post. 

 

Health & Safety 

The postholder is required to comply with all Health & Safety at work policies, 

procedures and guidelines which form part of this job description. The 

postholder must look after their own health, safety and welfare and be 

mindful of other persons who may be affected by their acts.  Employees must 

co-operate and comply with management instructions regarding Health and 

Safety issues and report all accidents, incidents and problems as soon as 

practicable to their line manager or another senior manager. 

 

Equality and Diversity 

The postholder is required to actively promote diversity in the workplace.  It is 

the duty of the postholder not to act in a prejudicial or discriminatory manner 

towards employees, service users or residents. The postholder should 

counteract such practice or behaviour if they encounter it by challenging or 

reporting it. 

 

Safeguarding 

Homes for Haringey is committed to safeguarding and promoting the welfare 

of children and vulnerable adults.  Safe recruitment of staff is central to this. 

Staff must ensure that our recruitment policies and practices are followed 

rigorously to prevent unsuitable people from gaining access to children 

vulnerable adults.   

 

All staff who encounter children or vulnerable adults should be aware of, and 

share this commitment to safeguarding and welfare.  

 

Risk 

Homes for Haringey has a strong culture of risk awareness. We expect all our 

employees to partake in risk awareness training and to apply the principles 

within their role. Staff should be able to recognise threats to the delivery of 

their own objectives, and also be expected to report promptly potential 

threats to the business as a whole 
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Career Grade Person Specification 

 

This post is subject to a career grade Sc5-Sc6-SO1. 

This means that the job can be performed at any of these levels. Career grades carry with them the 

implication that employees may move up the various ‘rungs’ in the ladder. Whilst this is true such 

progression is not automatic. To move up to a higher grade the employee must be able to perform 

effectively at the higher level and there must also be a need for employees at that level. 

 

An assessment of the employee’s potential to progress will be made each year at appraisal. Sc5 is a 

development grade and readiness to progress will be kept under review at regular intervals. 

Progression may relate to completion of a specific task or gaining a specific qualification but will 

normally take place within 2 years of appointment. 

 

It is expected that employees will be able to demonstrate the additional requirements for their level in 

addition to those at the lower level(s). 

 

The career grade specification should be read alongside the Homes for Haringey competence 

framework.  
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 Sc5 Sc6 (in addition) SO1 (in addition) 

Education 

(or 

equivalent 

experience) 

 A good general standard of 

education, numeracy and 

literacy. 

 

  

Experience Experience in employment or 

elsewhere relevant to 

administrative work 

Around 2 years’ experience in 

administrative work 

Management and/or 

development of administrative 

systems. 

 

 

Knowledge An awareness of one or 

more administrative work 

areas 

 An understanding of the issues 

affecting social housing. 

 Knowledge of one or more 

administrative systems. 

 Awareness of the role of 

business support within Homes 

for Haringey or similar 

organisations. 

 Awareness of the role of a 

social landlord like Homes for 

Haringey. 

 Mastery of several specialist 

areas of Business Support 

 

Skills  Information technology skills 

 Communication skills oral 

and written 

 Ability to work quickly and 

accurately 

 Organisational skills 

 A good understanding of the way 

in which their role supports that of 

the team and promotes the 

delivery of value for money. 

 

•  Ability to solve problems – to be 

flexible and adaptable and 

able to respond to situations 

creatively, in the moment 
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•  Excellent people skills – to 

interact, liaise and negotiate 

effectively with others 

 

Other  A desire to keep learning. 

 

 Ability to self-manage 

 A flexible approach to the work 

and the demands of the post.  

 

 A good level of self awareness, 

and a desire to keep learning in 

order to improve the service. 

 

Ability to work under pressure and 

deliver the work in a responsible 

and sensitive manner. 

• Ability and willingness to make a 

positive contribution to team 

culture and to inspire and gain 

the confidence of others. 

 

•   A ‘can do’ improvement-

focused attitude.   

  

.  


