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PERSON SPECIFICATION

	Post
	Tenant Engagement & Communication Officer
	
	EVH Grade 7 (PA 22-25)
35 hours per week

	CRITERIA
	DETAILS
	ASSESSMENT
	METHOD OF EVALUATION

	
	
	ESSENTIAL
	DESIRABLE
	

	Education / Qualifications
	

	
	Holds Higher (or equivalent) pass in English and/or an SVQ level 3/4 and/or the Diploma in Housing, Business Administration, or another relevant subject.
	
	Yes
	Documents 

	Experience
	

	
	Previous experience within a Registered Social Landlord or a Local Authority
	Yes
	
	Application form/Interview 

	
	Experience in the provision of Tenant Engagement & Communication in relation to: - 
· Developing different tenant groups i.e. scrutiny panels, focus groups and Thematic Working Groups
· Developing innovative methods to increase and improve tenant engagement & Communication
· Lead in policy and procedure reviews in relation to tenant engagement
· Implementing a Tenant Engagement Strategy
· Analysing and reporting data gathered from tenant consultation
· Production of publications i.e. newsletters, handbooks and leaflets
	Yes
	
	Application form/Interview

	
	Maintaining and developing tenant information on social media platforms and the website
	
	Yes
	Application form/Interview

	
	Competent user of Microsoft Office packages including Word and Excel 
	Yes
	
	Application form / Interview / Document

	
	Experience of SDM (the database used by the Association)
	
	Yes
	Application form/Interview

	Skills
	

	
	Organisational and communication skills in particular communicating effectively with service users with competing priorities and different abilities
	Yes
	
	Application form/Interview

	
	Ability to set up, monitor and maintain records 
	Yes
	
	Application form/Interview

	
	Ability to work under pressure and keep to tight deadlines
	Yes
	
	Application form/Interview

	
	Ability to work on own initiative as well as part of a team
	Yes
	
	Application form/Interview

	CRITERIA
	DETAILS
	ASSESSMENT
	METHOD OF EVALUATION

	
	
	ESSENTIAL
	DESIRABLE
	

	Knowledge
	

	
	Knowledge of housing legislation and current housing issues in relation to tenant engagement and scrutiny
	Yes
	
	Interview 

	
	Knowledge of the Social Housing Charter 
	Yes
	
	Application form/Interview

	
	Knowledge of producing written material that is clear to a range of reading abilities 
	Yes
	
	Application form/Interview

	Personal Attributes
	

	
	Friendly, calm and assertive manner, able to act with enthusiasm to encourage engagement from our tenants
	Yes
	
	Application form/Interview

	
	Have a positive attitude to customer service and to provide good public image of the Association
	Yes
	
	Application form/Interview

	
	Commitment to continuous improvement
	Yes
	
	Application form/Interview

	
	Commitment to the Association’s values of open, transparent, responsive and trustworthy
	Yes
	
	Application form/Interview

	Other
	

	
	Ability to follow policies and procedures and adapt to changes in working practices
	Yes
	
	Application form/Interview

	
	Holds current UK Full Driving License
	Yes
	
	Application form/Interview/Document
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