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	Resources Department, supporting and working with all departments throughout the association.


	Reporting to: HR & Governance Manager

	Responsible for:  N/A


	Hours of work – 35 hours per week Monday – Friday 

	Salary: £16,500

	
This is a key position within the Association. Reporting to the HR & Governance Manager, the post holder will play an important role supporting the delivery of administrative, communication and engagement functions across the organisation. The successful candidate will be an enthusiastic, highly organised and committed individual with a strong “can-do” attitude. They will actively support and uphold the values of the Association, demonstrating these in all aspects of their work. 


	The Person

	Key attributes:

· Positive attitude, team focused and confident with peers, stakeholders and customers, 
· Credible and able to represent CHA with external organisations. 
· Demonstrates drive and resilience, thrives in a fast-paced environment.
· Flexible and can easily adapt to change.
· Proactive in bringing new ideas to the table. 
· Organised, motivated and can manage their time and prioritise their workload. 
· A self-starter, adaptable, flexible in approach with a can-do attitude.
· Excellent communication skills. 
· Performance focused and does what it takes to get the right outcome.
· Organised, motivated and thrives in a fast paced and at times pressured environment managing time and priorities for themselves and their team
· Able to build good working relationships with key stakeholders


	The Role

	All roles are expected to role model CHA core values and demonstrate Value for Money empathy with the social aims of the organisation.

Administrative Support
· Enter data into the Housing Management System (Sassha)
· Document management using MS Office
· Help prepare correspondence, reports and meeting papers
· Order and maintain office supplies

Communication
· Support internal communications such as staff newsletters
· Assist with external communications including tenant newsletters, annual reports and surveys
· Log complaints and compliments in Sassha

Tenant and Community Engagement
· Help deliver snap surveys and tenant questionnaires
· Support Equality, Diversity and Inclusion (EDI) activities
· Assist with community engagement through the charity shop

Governance and Participation
· Support resident and stakeholder consultation activities
· Help ensure communications are clear, accessible and inclusive
· Identify and share ideas for service improvements
· Work with external organisations as directed by the HR & Governance Manager

Housing Management
· Support the Housing Team to deliver a courteous, efficient and effective service to customers covering all aspects of the Associations Business, including tenant liaison, general enquiries and communal inspections.


	Skills/Experience
	Qualifications

	Essential:
· Experience of word and excel.
· Competent IT skills to support day to day tasks and communication.
· Good organisational skills, demonstrating attention to detail.

	Essential: 
· GCSEs grade C/4 or above in Mathematics and English; or qualifications to demonstrate an equivalent level of numeracy and literacy.

	Desirable:
· Experience of working in an office environment.
· Experience using housing management systems
· An understanding of social housing or a strong willingness to learn

	Desirable: 
· Experience of working to deadlines.
· Any qualification, course, or training that demonstrates an interest in administration, communication, digital skills or customer service



	- CHA values and demonstration of empathy with the social aims of the organisation.
- The standards of a Tenant Focused Organisation and the delivery of high-quality
   Services.
- Equality and diversity.
- Long-Term Success of CHA.
- Compliance of data protection and confidentiality.




