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Housing Administrator 
Full time Fixed Term 18 months

Hours: 9.00am to 5.00pm Monday to Friday
EVH Grade: 4 (Points 9-12) £27,068 to £30,610
40 days leave (inclusive of statutory leave)
Defined Contribution Pension Scheme


We have a great opportunity for the right person to join our Housing Management Team at Southside Housing Association.  We are a friendly, forward-thinking organisation where innovation, flexibility and positive communication is embraced.  Our focus is on quality of service and helping others.

If you like to work in a fast-moving environment with a varied workload and have excellent organisational and communication skills this could be for you.

The role of Housing Administrator will contribute to delivering a dynamic Housing Management service which is located within the Housing and Communities Department.  The role will work closely with all members of the Housing Management Section and will deliver an excellent service to our social rent, mid-market rent customers and the wider public.  The wider role of the section is to provide our customers with a high standard of service and support, ensuring that rental income is maximised, estates are well maintained, tenant issues and support needs are dealt with, and antisocial behaviour is managed. The Housing Administrator will play a key administrative role in achieving this.  

It is expected that the post holder will be an excellent communicator (written and verbal), which is key to interacting with our customers, contractors, colleagues and other external agencies. Working effectively and efficiently, both within a team setting and on your own initiative as well as demonstrating an ability to make informed decisions is crucial to this role. A good working knowledge of Microsoft 365 and housing management systems is key, whilst having the ability to multitask and focus on the customer. 

To apply:
· Download the recruitment pack from our website at https://southside-ha.org/vacancies/ and go to current vacancies.  If you need assistance with downloading the pack, please send an email to recruitment@southside-ha.co.uk and a member of staff will get back to at the earliest opportunity.  

· Send the following to recruitment@southside-ha.co.uk: 
· Your completed application form 
· Completed Equalities monitoring form

The Association is an equal opportunities employer.  

Closing Date for Applications	Friday 19th June 2026 at noon
Interviews will be held on:	 	26th June 2026
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