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Welcome from Julia Potter 

 

Dear Applicant 

 

Thank you for your interest in the Housing Officer position at Chichester Greyfriars Housing Association        

(CGHA) and for taking the time to find out more about this opportunity. 

 

You can find out more about CGHA from our latest Annual Report which is attached below these papers. CGHA 

owns and manages 87 flats for older people living independently in the Chichester area.  It is financially strong 

and looking to invest in building more affordable housing for those that desperately need it. 

 

CGHA have secured planning consent to build 8 new flats at Royal Close in Chichester and work will start in 

September.  We anticipate that further units will be developed over the next few years. 

 

We have a small staff team, all of which work part time.  This consists of myself as Managing Director, an 

Accountant, a Maintenance Officer and an Administrator.  We are looking for a Housing Officer that is self-

motivated, experienced and likes working in a customer focused environment.   

 

For the right candidate we offer a good salary, pension contribution and flexible working.  If you believe that you 

have the experience, personal and technical skills and attributes we are seeking, we look forward to receiving 

your application. 

 

Julia Potter 

Managing Director - CGHA 
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Making Your Application 

Thank you for your interest in the position of Housing Officer.   

 

Please spend a few moments reading through these guidelines to ensure that you send us everything we need 

to assess your application. 

 

CGHA has engaged Hilary Channing Associates to manage the recruitment process and so all applications 

should be uploaded through the recruitment portal on the website or by email to 

hilary@hilarychanningassociates.co.uk 

    

Your completed application should consist of the following items: 

 

• Your CV.  We suggest that you keep this to a maximum of 4 sides of A4.  When providing information 

about past employment, please explain clearly any employment gaps and ensure you provide a mobile 

number and email address.      

 

• Your Supporting Statement.  We suggest that you keep this to a maximum of 2 sides of A4.  This is your 

opportunity to demonstrate your suitability for the role and we would like you to include the following. 

 

o Your motivation for applying for the Housing Officer role  

o The benefits to CGHA of your appointment 

o How you meet the criteria in the Person Specification 

mailto:hilary@hilarychanningassociates.co.uk
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You are invited to complete the Equalities and Diversity monitoring form with your application and remember to 

complete the Declaration form.  Both these forms sit below these briefing papers on the website.  

 

The closing date for applications to be considered is by 9am on Friday 24th July 2020. 

 

We will acknowledge your application within 24 hours of receipt, so in the event you do not receive this 

acknowledgement, please let us know so that we can check.  Please be aware that proof of emailing is not proof 

of receipt.      

 

Recruitment Process  
 

Candidates who are shortlisted will be informed after the 27th July 2020 and invited for an interview with Julia 

Potter, MD of CGHA and Hilary Channing, MD from Hilary Channing Associates on Wednesday 5th August 

2020.       

 

The interview arrangements will be confirmed with the candidates nearer the time, but it is anticipated that this 

will include an opportunity to meet the CGHA team and visit Royal Close. If you are unable to make this date, 

please let us know in your application.  If your application is unsuccessful, we will let you know by email after the 

27th July 2020. 

 

If having read all the information you would like an informal chat about the role, please email  

hilary@hilarychanningassociates.co.uk to make arrangements for a telephone call.   

 

mailto:hilary@hilarychanningassociates.co.uk


 

 

5 

Hilary Channing Associates  

 

Housing Officer  

Role Profile & Specification 
 

 

 

CHICHESTER GREYFRIARS HOUSING ASSOCIATION LIMITED 

 

 

JOB TITLE:  Housing Officer 

 

JOB LOCATION:  Chichester, West Sussex 

 

RESPONSIBLE TO: Managing Director  

 

JOB PURPOSE:  

  

To be responsible for providing a comprehensive and high-quality day to day housing management service to the 

association’s residents; supporting the work of the team. 

 

MAIN ACTIVITIES/RESPONSIBILITIES: 

 

1. Deliver the highest standards of customer service in respect of tenancy management including debt 
collection and recovery, anti-social behaviour, complaints, tenancy agreements and leasehold matters.  To 
contribute to the on-going improvement of such services by adopting a flexible approach. 

 

2. Manage the re-letting of vacant properties working with the Council and the Choice Based Lettings system 
(HomeMove) and ensuring compliance with nomination agreements. 
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3. Manage the CGHA’s waiting list – making sure that the Allocations Policy is complied with and making 

home visits to applicants 
 

4. Undertake all work relating to the Association’s sign-up process, including viewings, system voids, 
termination of tenancy and post sign up visits. 
 

5. To be the first point of contact for tenants on tenancy management issues including Anti Social Behaviour 
and dealing with tenant’s arrears.  This may include working with other agencies to ensure that tenants 
are safe in their own homes, eg making Care Act referrals or in relation to Safeguarding. 
 

6. Complete statistical returns for CORE on all new tenancies.   
 

7. Keep up to date with any changes in legislation and regulation that affect the organisation regarding 
tenancy matters.  

 

8. Maintain good communications with residents and residents’ groups, ensuring they are kept well informed 
about any matters that may affect their day-to-day living. This will include contributing and producing the 
tenants newsletter as appropriate. 

 

9. Managing the CGHA’s website and making sure it is up to date. 
 

10. To work with and assist the Managing Director as and when necessary, with any resident involvement 
and/or community work.  This will include undertaking the tenant satisfaction survey.  

 

11. Work within the requirements of the law, company policies and procedures, performance targets, financial 
regulations and standing orders. 
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12. Undertake all clerical and administrative tasks associated with the post and keep accurate and up-to-date 
records on all tenancy matters. 

 

13. Meet all targets and objectives as agreed with, and set by, the Managing Director. 
 
 

GENERAL OBLIGATIONS: 

 

1 Attend meetings, conferences and training courses as required. 
 

2 Promote a caring, helpful and unbiased attitude towards all residents and other members of the general 
public and to maintain professional standards in all such dealings. 

 

3 Play a role in the ‘team approach’ to all aspects of the Company’s activity and provide such cover for 
absent colleagues as may be reasonably requested. 

 

4 Promote and implement the Company’s Equal Opportunities Policy in all aspects of the post holder’s work 
and in dealings with outside agencies. 

 

5 Further the Company’s attitude to quality and identify improvement ideas in all areas of work. 
 

6 Promote and implement the Health & Safety Policy 
 

7 Carry out any other duties which may be identified by the Managing Director and which are commensurate 
with the grade and work category. 
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Housing Officer Person Specification  
 

 
Essential Criteria 

 
Desirable Criteria 
 

 
Relevant experience of working in the social housing 
environment – either within a Local Authority 
Housing Team or a Housing Association 
 
Experience of working in a front line customer 
focused role – ideally with older people 
 
Proven experience of working in a customer focused 
environment 
 
Able to work under own initiative with minimal 
supervision 
 
Excellent oral & written communication skills 
 
Good attention to detail 
 
Knowledge of housing legislation & current best 
practice 
 
Good knowledge of Microsoft Office and Excel 
 

 
Relevant professional qualification but qualified by 
experience is equally important 
 
Knowledge of Safeguarding and Care Act and how 
this relates to older people 
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Summary of Key Terms 
 

Salary:     £28 – 32k per annuum (pro rata) depending on experience 

 

Probationary Period: 6 months 

 

Hours of Work:             20 hours per week 

 

These hours can be worked either 5 days of 4 hours or 2 full days and a half  day (ideally, we would like cover 

on a Friday morning in the office.) Our office is in central Chichester. 

 

Annual Leave                 7 weeks a year pro rata 

eg 20 hours x 7 = 140 hours pa and this includes taking a week’s leave at Christmas as we shut down and any 

bank holidays. 

 

Pension:                         7% of salary paid to a scheme of your choice  

 

 

For further information on CGHA and their work please visit www.chichestergreyfriars.org.uk 
 

http://www.chichestergreyfriars.org.uk/
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Advert 

 
Housing Officer (Part time) 

£28k - £32k pro rata (20 hours pw)  

Chichester 

 

 

 

 

This is a fabulous opportunity for someone looking for a flexible part time role with responsibility and the 

opportunity to work on your own initiative.  

 

CGHA is a small housing association providing quality housing for older persons who have a local connection 

with Chichester.  We are passionate about enabling our residents to live their lives as independently as 

possible, providing opportunities for a healthy lifestyle, social engagement and interaction. 

 

We are looking to grow our small team by appointing a part time Housing Officer, who has experience of 

working in a social housing environment, ideally with older people.  You will have responsibility for providing a 

comprehensive and high-quality housing management service to our residents, whilst supporting the work of the 

team.  

 

Our ideal candidate will have a strong customer focus and the ability to manage their own workload effectively.   
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If you are a great team player, have excellent interpersonal skills and a genuine desire to enhance the lives of 

our residents,  visit https://hilarychanningassociates.co.uk/vacancies where you will find further information on 

the role, the recruitment process and our annual report. 

 

We look forward to hearing from you. 

 

Closing date for applications:  9am Friday 24th July 2020 

 

 
  

 

https://hilarychanningassociates.co.uk/vacancies

