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Job Description and Person Specification

Administration Assistant 
(Fife Private Rental Solutions (FPRS)

	Remit

	To perform a flexible role in accordance with the vision of Trust in Fife (to be referred to as the organisation) and to support and assist the Fife Private Rental Solutions team, Fifes private rented sector advice hub and ethical letting agency.

The Administration assistant is key to the core service in that they provide the day-to-day administrative support necessary to enable the smooth operations of the services.



	Accountable to:
	Senior Housing Consultant (FPRS)

	Responsibility for staff:
	None




The Administration Assistant must carry out their duties with full regard to Trust in Fife’s Equal Opportunities Policy.

	Personal Qualities

The ideal candidate will carry out all tasks with a high level of professionalism, demonstrating care, skill, and diligence in every aspect of their work. They must act in the best interests of the organisation, maintaining trustworthiness and discretion in all role-related matters. 

Adaptability is key, as the role involves meeting the demands of an ever-changing environment. The candidate will use personal autonomy while working collaboratively within a team, fostering open communication and a positive work atmosphere. 

They will effectively manage challenging situations and remain non-judgmental and sensitive to the diverse backgrounds, lifestyles, and characteristics of individuals, including gender, race, ethnicity, religion, disability, and sexual orientation.











Job Description
Main Duties

	

Customer Service:
· To provide a reception service by telephone and face-to-face contact in a professional, welcoming manner and to take clear, concise messages when necessary.
· Accepting and responding to general enquiries either by telephone or email.
· Be the first contact to enquiries, requesting initial information and allocating to appropriate workers.
· To communicate appropriately with clients, care professionals and external agencies.  This communication being both verbal and written format.

Administration:
· Assisting with the creation of FPRS contract for landlords and tenants and updating of these on database. 
· To assist in the drafting and sending of standard written and electronic communications.
· To assist Letting Officer and Advanced Income Maximisation Officer within their role
· To assist the Senior Housing Consultant in procedure management.
· To attend and take minutes of meetings.
· Updating company databases.

Finance:
· Manage and update client files in regard to charges and paperwork, including updating of spreadsheets.

Social Media/ Website
· To assist in the management of social media pages. 
· To assist in the updating of the FPRS website.

Quality Assurance:
· Assisting with the collation of statistics for the Board and Fife Council.

Learning and Development:
· To attend and team meetings where required.
· To attend support and supervision where required.
· To undertake training courses as requested by management.

Misc:
· To undertake any other duties as and when required.
· To cover for the Tenancy Management Assistant for annual leave and sickness.
· To assist Senior Housing Consultant where required
· To assist with the oversight and health and safety of the building. 

	



Contingencies:
It is in the nature of the work of the Trust that tasks and responsibilities are, in many circumstances, unpredictable and varied.  The Administration assistant is expected to work flexibly in the best interests of the Trust when tasks, which are not specifically identified in this document, must be undertaken.  These additional duties will, normally, be compatible with the regular type of work.  In consultation with the Administration Assistant, should additional responsibilities or tasks become a fundamental part of their job, these will be added to this job description. 

Person Specification – Tenancy Management Assistant (FPRS)

Introduction

This person specification has been drafted to provide a clear and consistent method of selecting candidates for this post.  It identifies the key skills, abilities and attributes which a successful applicant will demonstrate.  Candidates applying for this post will need to demonstrate they possess the required knowledge and have experience of successfully applying their skills.

	Attribute
	Essential
	Desirable

	Education / Qualifications
	SCQF 5 in Administration or equivalent. 
A good level of literacy and numeracy demonstrated by Standard Grades or equivalent qualifications
	SCQF 5 or equivalent, in an appropriate discipline such as housing or Social Care

	Experience
	Experience in a role including in an administration

Experience of social media management

	

	Knowledge
	
	Knowledge and understanding of the housing sector

Knowledge and understanding of the voluntary sector


	Skills and Abilities
	Excellent administrative skills

Ability to communicate with a wide range of people orally and in writing

Good time management skills, ability to work under pressure, to meet deadlines and to prioritise and organise workload

Knowledge and experience of using Microsoft Office software

IT skills and a good working knowledge of Word, Excel and databases

	

	Attitude / Disposition
	Commitment to the aims of the organisation

A commitment to the policies and procedures in place within the organisation

Willingness to undertake continual professional development
	

	Personal Circumstances
	Appropriate Disclosure Scotland/PVG return

	Driving License
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