
[bookmark: _GoBack]Job Specification – Neighbourhood Support Assistant [Based at United Welsh – Cardiff Office] – up to 6 months placement
Duties
· Admin to include, scanning, mail merges, stationary orders, compiling letting packs
· Data input to include, survey results, information gathering, tenant profiling
· Support with mail shots, rent statements, rent increases, service charges etc
· Tenant Participation support, to include organising meetings, taxi’s events etc
· Filing and photocopying 
· IT Support, to include updating Intranet (Oracle) with policy and procedures
· And any other reasonable duties

Essential skills
· Good numeracy and literacy skills
· IT literate – able to use word and photo – copier/scanner
· Good communication skills
· Ability to be calm and polite when under pressure
· Excellent customer care skills
· Organisational skills
· Able to keep information confidential
· Able to record and pass on information accurately

Equipment that will be used
· Computer
· Telephone
· Photocopier

Training
On the job training and attendance at relevant in house courses.

United Welsh Values
The principles that underpin the way we work are:

Partnership
Working together in productive relationships, both internally and externally.

Supporting      
Encouraging our people, partners and communities to release their potential and achieve their goals.

Determination         
Not giving up on our goals.

Bravery    
Being confident to challenge and take measured risks.

Creativity
Welcoming new ideas and ways of doing things.

Equality
Listening to and respecting people and communities. Treating people as individuals.
Accountability
Being open. Doing what we say we're going to do. Taking ownership of our actions.

An Employment & Training project delivered in partnership with the following organisations
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