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Housing Support Officer

Department

Positions reporting to
this position

Location

Award Name

Operations Reports To | Team Leader
None

Goulburn Street, Sydney Award Level | 3

Social, Community, Home Care and Disability Services Industry Award 2010

Primary Purpose of this Position

The purpose of the Housing Support Officer position is to provide administrative support and back up to the Housing
team to ensure consistent quality service delivery to our customers, and assist to maintain accurate records and

reporting.

Accountabilities

1. Deliver consistent quality services to tenants in the portfolio by adhering to the service levels outlined in the
Customer Service Charter and relevant Housing policies and procedures.

2. Support the Housing Team to meet their KPI’s by being a backup Housing Manager’s in their absence and
providing administrative support to help them manage their portfolios

3. Support the Housing Team meets its regulatory and compliance obligations by updating and maintaining accurate
property and customer records in the relevant IT and records management systems.

4. Support the Housing team meet their KPI’s and improve their overall performance by developing and preparing
reports for analysis and review.

OTHER SKILLS, EXPERIENCE AND QUALIFICATIONS

e Intermediate knowledge in Microsoft Office Suite




KEY CAPABILITIES

Cultural Capabilities
Cultural capabilities are common to all jobs at Bridge Housing. They describe the critical behaviours and ways of
relating to work colleagues and others. These capabilities translate the Bridge Housing corporate values such as

socially responsible, people focussed, building relationships and professionalism and integrity.

SOCIAL AWARENESS

CLIENT FOCUSED

STRATEGIC RELATIONSHIPS AND PARTNERSHIPS

CONTINUAL IMPROVEMENT AND CHANGE




PROFESSIONALISM AND INTERGRITY




Enabling Capabilities
Enabling capabilities are the core skills, knowledge and abilities required to effectively deliver and perform most roles
at Bridge Housing. They support the delivery of a person’s accountabilities and KPI.

PLANNING AND ORGANISING

PROLEM SOLVING AND DECISION MAKING

COMMUNICATION

TECHNOLOGY

POLICY AND PROCEDURES

Professional Capabilities

Professional capabilities define the specific knowledge, skills, abilities that are specialist or specific in nature. They are
not relevant to all roles at Bridge Housing, however have been identified as critical to delivering Bride Housing’s
objectives now and in the future.

FINANCIAL MANAGEMENT

PROJECT MANAGEMENT
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