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Sonas Housing Association Ltd.

14 Bachelors Walk, Dublin 1

Tel: 01 8720068
www.sonashousing.ie

Job Description
	Job Title
	Housing Officer

	Responsible to:
	Lead Housing Officer

	Responsible For
	Reporting to the Housing Officer, the role involves assisting the Housing Officer in providing a housing management and maintenance service for the Dublin south and west areas in accordance with the organisation’s policies and procedures.  This includes working with the housing management and support teams in delivering a best practice quality service for all tenants and managing the organisation’s applications and allocations.
 

	Hours
	35 hours Monday to Friday 9-5


	Duration
	Temporary fixed term contract – 1 year.


	Location
	Based in Tallaght, covering Sonas housing units in the west and south sides of Dublin city.  To include a one-month+ training period based in Killester.


	Salary
	scale €39,650 -€47366 per annum 



Key Responsibilities
Repairs
· Assist in the provision of the maintenance repair service in line with the Sonas repairs and maintenance policy with budgetary responsibility for day–to-day repairs.

· Record all day–to-day reported repairs and maintain the Sonas computerised maintenance reporting system (Chics).

· Assist in the processing of applications for housing repairs or improvements, organising contractors and communicating outcomes to tenants.

· Assist in the distribution and monitoring of tenant satisfaction forms following completed repairs.

· Assist in the completion of repair work inspections to ensure satisfactory quality of service delivery provided to both tenant and Sonas-approved contractors.

· Assist in the completion of property inspections to include void properties and follow up on repairs identified during inspections.

· Assist in the implementation of Sonas policy on tenant responsibilities for maintenance and repairs.

· Provide assistance to the lead housing officer in sourcing, appointing, managing contractors and ensuring value for money at all times.

· Assist in the provision of technical specifications for major repair works.

· Provide assistance to the housing officer in reviewing the approved list of contractors and service and maintenance contracts.

· Provide assistance in seeking quotations/tenders to include technical specifications where appropriate.

· Assist in the organisation of repairs to void properties prior to re-letting.

· Assist in the preparation of the planned/cyclical maintenance programme.

· Provide energy saving advice to tenants, maximising energy efficiency and promoting environmental sustainability.

· Maintain BER database of Sonas properties and make suitable energy efficiency recommendations for improvement.
Rent
· Assist in the management of the rental system, including rent arrears control; in line with the Sonas rent policy and procedures.

· Provide assistance during the annual rent review, ensuring income returns, changes of circumstances and proof of income is received.

· Record and maintain rental information using the associations housing management computerised information system.
New Lettings/ Developments
· Provide assistance to the housing officer in the management of void properties.

· Provide assistance in the recording of snags ensuring all outstanding issues resolved pre and post let.
· Manage the co-ordination of the organisation’s applications and allocations procedure and liaise with referral agents and Local Authorities.

· Participate in interviewing prospective tenants, carrying out landlord/security checks and signing up new tenants.
· To provide assistance in the coordination of new lets, to ensure efficiency and minimum rental loss to the association.

· Support the organisation with new development opportunities.
Estate Management
· Assist in the inspection of Sonas developments/properties in the south and west Dublin areas, encompassing approximately 40 accommodation units.
· Record and identify causes of damage to property and rectify using the repairs procedure.

· Ensure estates maintained to good standard and liaise with C.E. operative on site.
· Encourage participation in tenant meetings and support tenants in resolving estate management issues.
Administration / Organisation
· Use the housing management computer information system to provide accurate up to date information and reports.

· Assist in creating new tenant files, update and accurately maintain all housing management tenant files.

· Ensure system security at all times.

· Liaise with Sonas support and administration staff to ensure Sonas approved policies and procedures are adhered to.

· Provide a quality customer service at all times.

· Carry out other duties as directed by Housing Officer.

Housing Officer Person Specification
Essential Requirements
· Knowledge of the social housing sector.
· Knowledge of housing law and tenancy / licence agreements.
· Good understanding of building technology and building systems (including heating, plumbing, etc.) and specifications of work to carry out repairs  and maintenance works

· Two years+ experience of working in a customer focussed environment.

· Experience of working in a property-orientated environment.

· Experience of working with a wide range of people who may be: vulnerable, homeless, elderly, low income households.

· Proven examples of resolving difficult situations.

· Experience of working with I.T. systems to include input, monitor and analysis of data.

· Computer skills with competence in using email, internet and MS Office.

· Good communication skills / ability to work under pressure and meet deadlines.
· Flexible, innovative and adaptable to change.

· Self starter with ability to work on own initiative.

· Full valid driving licence and ability to travel efficiently to various locations across Dublin area.

Desirable Requirements:

· Professional qualification e.g. ICSH / CIH 

· Knowledge of the technical aspects of void, rent, repairs ad maintenance.

· Experience of working with other social landlords, statutory and voluntary agencies.

· Knowledge of property development.
· Communication skills: verbal, written, report writing, presentation.
· Planning and organisational skills.
· Financial appreciation and budget management skills.
· Problem solving, influencing and negotiating skills.
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