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“Offering our community more than a home” 

 

Housing Assistant 

(Full Time, Permanent) 

EVH GRADE 6 (PA17-PA20) 

 

Recruitment Pack 

Advertised: August 2025 

Closing Date: Monday 1st September at 12 noon. 

 

 

 

77-83 Kilbowie Road, Clydebank. G81 1BL 

Scottish Charity No. SC 033962 

Telephone: 0141 941 1044  
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Welcome from the Chief Executive  

 

Dear Candidate, 

 

Thank you for your interest in working with Clydebank Housing Association. 

 

I hope this pack will provide you with details of the role and information about 

the Association to assist you in the application process. 

 

Clydebank Housing Association is a customer focussed, high performing 

housing association operating in the central and East Clydebank area of the 

town.  We own and manage over c. 1,200 homes for affordable rent and act as 

factor to another c. 600 owner occupied properties. Over the past 40 years we 

have continued to develop new housing and provide wider role activities 

including the provision of heat and hot water to almost 370 tenants at our multi-

storey flats via our wholly owned subsidiary, CHA Power Limited. 

 

We have a dedicated staff team who are committed to high levels of service and 

strong leadership from our Management Committee who drives forward the 

delivery of the Association’s strategic objectives.  

 

Thanks again for your interest and I wish you good luck in your application. 

 

 

Yours faithfully, 

 

 

Lynette Lees 

Chief Executive 
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About Us  

As our name suggests, we are a social landlord providing homes for rent in the town of 

Clydebank, West Dunbartonshire, several miles to the west of Glasgow.  We celebrate 

our 40th anniversary in 2025! 

 

In terms of size, we are currently the largest community-controlled Housing Association in 

West Dunbartonshire.  We own over 1,200 homes, which are located in the Central, 

Linnvale, Whitecrook, and Drumry areas of the town, and are made up of a mixture of 

houses, tenements, modern flats, maisonettes, and multistorey flats. We also have 30 

Shared Ownership units and we factor over 600 properties (Registration No PF000231).   

 

Our house sizes range from 1 through to 6 bedrooms, and we also have a number of 

homes which are specially adapted for medical and social needs. 

 

All of our properties are let to people in housing need through our waiting list, which is 

open to everyone over the age of 16.  We operate a points system to ensure that those 

most in need are prioritised. 

 

As a not-for-profit charity, the rent money we receive is channelled back directly into the 

management and maintenance of our homes, and to fund the services we provide.  

 

We are a registered Scottish Charity (Charity no SC033962). We are run by a 

Management Committee made up of mainly local volunteers. We are committed to 

community control and encourage tenants and customers to become members of the 

Management Committee and to take an active part in the running of the Association. 

 

We are not just a landlord though, we also offer a range of additional services for the 

benefit of both our customers and the community of Clydebank.  These include social 

outreach, community support, and health and wellbeing initiatives.  

 

We own and manage a thriving local community centre, Centre81, in Whitecrook acts as 

both a hub and a base for many of these services, and is complemented by our main 

housing office, and our social economy centre, both of which are located at the bottom of 

Kilbowie Road. 

 

We also have a wholly-owned subsidiary, CHA Power Ltd, which provides low-cost heat 

and hot water to over 380 2-bedroom homes and a local church. As we grow, diversify 

and offer an increasing number of wider role activities, our role as an employer becomes 

more significant and we now employ 35 staff.  We are committed to equal opportunities, 

are a Disability Confident Employer and are dedicated to staff training and development.   



        Respectful                  Accountable                    Responsive & Informative                   Professional 

 

5 

                                  Recruitment Pack 
 

 

 

Organisational Structure  



        Respectful                  Accountable                    Responsive & Informative                   Professional 

 

6 

                                  Recruitment Pack 
 

 

 

Job Description  

 

Job Title: Housing Assistant 

Department: Housing Services 

Grade: EVH Grade 6 Points (PA17-PA20) 

Reporting to: Head of Housing Services & Housing Services Manager 

Date Reviewed: August 2025 

 

General Duties 

The Housing Assistant (HA) is responsible to the Housing Services Manager (HSM) and the 

Housing Officer (HO) for housing management functions within the Housing Services department, 

including : 

• Take on duties as the Housing Assistant for a designated patch of housing stock and 
tenants, and assisting the HO/HSM  

• Input as required by assisting the HSM or HO in the review of policies, and ensuring that 
they are followed correctly as part of role. 

• Assisting the HO/HSM in reviewing relevant procedures and ensuring that these are 
followed correctly as part of role. 

• Assisting the HO/HSM in supervising clerical grade staff 

• Assisting in maintaining relevant information and housing systems in line with data 
protection legislation and CHA policies and procedures 

• Active participation in the Associations training and development programme to ensure 
relevant skills are attained and kept up to date 

• Assisting the HO/HSM in relevant staff training within knowledge base and capabilities 

 

2. Specific Areas of Responsibility 

 

Allocations, void properties and Lettings 

• Assist the HO/HSM in applying and operating the Association’s void, allocations, and 
lettings processes in an efficient and cost effective manner in line with policy and 
procedure. 

• Ensure that all void, allocations, and lettings data entered to systems is present and 
correct. 
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• Liaising with other agencies and departments and ensuring joined up working and 
efficiencies. 

• Providing correct and relevant advice and assistance to customers on void, allocation, and 
letting matters, seeking guidance from the HO/HSM where required. 

 

Estate Management & Anti-Social Behaviour (ASB) 

• Assist the HO/HSM in the effective operation the Association’s Estate Management and 
ASB functions in line with policy and procedures. 

• Liaising with other agencies and departments and ensuring joined up working and 
efficiencies. 

• Ensuring the provision of correct and appropriate advice and assistance to customers on 
Estate Management and ASB matters, seeking guidance from the HO/HSM where 
required. 

 

Rent Collection, Rent Setting and Rent Arrears Management 

• Ensure that all rent arrears cases responsible to the HA post are monitored and actioned 
timeously in line with policy and procedures.  

• Liaise with other agencies and departments, ensuring joined up working, and efficiencies. 

• Take rent payments as required. 

• Action credit refunds to tenants, housing benefit or similar, passing to the HO/HSM for 
approval. 

• Assist in the posting of rents in the absence of the Clerical Officer.  

 

Liaison with External Agencies 

• Assist the HO/HSM in communicating with other partners and agencies as required. 

 

Tenant Participation 

• Assist in the promotion, knowledge, and awareness of tenant participation. 

• Assist in consulting with tenants on review of key policies. 

 

Customer Service 

• Always provide and promote excellent customer service through duties, actions, and 
example.   

 

Ensuring the Effectiveness of Association Policies and role 

• Assist the HO/HSM in ensuring that Equal Opportunities data and knowledge is kept up to 
date.  
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• Maintain personal knowledge of legislation, good practice, and all association policies and 
procedures at all times. 

 

Community Engagement & tenancy sustainment 

• Promote the Community Engagement project and assist by referring tenants to the project 
as required 

 

Welfare Rights 

• Refer tenants to the Welfare Rights project officer as required. 

 

Wellbeing 

• Look after and promote the wellbeing of customers, colleagues, and self in line with CHA 
initiatives and core values.  

 

Teamwork 

• Work as part of a team and always promote teamwork.  Provide cover for other 
HA’s/Patches as required. 

 

Any other relevant duties 

• Undertake any other reasonable duties as instructed by senior staff. 

. 
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PERSON SPECIFICATION – Housing Assistant - EVH Grade 6 Points (PA17-PA20) 

This person specification is used to ensure that our recruitment process is as fair and 
objective as possible, thereby reducing the possibility of direct or indirect discrimination in 
recruitment and selection. 

To assist us in the process, please could you refer to this person specification when 
completing your application form.  Please ensure that you include examples relevant 
to the post that you are applying for. 

Housing 

Assistant 

Grade 6 

Essential 

 

Desirable  How will 

we test? 

Skills and 

Abilities 

 

• Self-motivated 

• Excellent Computer/IT skills (including data 
management, Microsoft Office, and use of a 
recognised housing management software 
package) 

• Customer centred approach with excellent 
verbal and written communication and 
interpersonal skills 

• Excellent time management and planning 
skills 

• A flexible, confident, pragmatic, and assertive 
manner 

• Ability to work under pressure to meet 
deadlines and use initiative 

• Problem solver with a proactive approach to 
solving  

• Ability to analyse data and spot trends with 
an eye for detail 

• Commitment to a high standard of work and 
demonstration of this 

• A drive to achieve results in key performance 
areas of housing management, e.g. rent 
arrears, allocations, antisocial behaviour 
resolution etc.  

• Commitment to team working and ability to 
liaise effectively with other internal 
departments, colleagues and external 
agencies 

 

 

Application 

Form 

 

Interview 

 

References 

Experience 
 

• At least 1 year’s recent experience of working 
within a Housing Association and/or Local 
Authority Housing Management 
department/section 

• Contribution to review, and implementing 
policies and procedures 

• Experience of at least one Housing 
Management function, e.g. rent arrears, 

 

 

 

 

Application 

Form 

 

Interview 
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allocations, estate management or neighbour 
complaints 

References 

Knowledge 
 

• Understands and commitment to equal 
opportunities and legislation in a general and 
a housing context 

• Understanding of Housing law and the 
Housing (Scotland) Act 2001 

• Understanding of the Scottish Social Housing 
Charter and the Annual Return on the 
Charter (ARC) return 

• Up to date and relevant housing 
management knowledge 

• Awareness of 
tenant 
participation  

• Health and safety 
knowledge and 
awareness 

 

 

Application 

form 

 

Interview 

 

References 

Training and 
education 

• Minimum of 2 SCE Higher level passes or 
equivalent, or a further education 
qualification to  a minimum of HND or 
Diploma level 

 

• A recognised 
housing 
qualification 

Application 

Form 

 

Certificate 

Check 

 

Interview 

Other 

requirements 

• A demonstratable flexible and conscientious 
approach to work 

• A full driving licence and access to a car 

• The ability to 
work outwith 
office hours and 
attend work 
related events as 
required 

 

Application 

form 

 

Interview 

 

References 
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Summary of Terms 

Clydebank Housing Association is a full member of Employers in Voluntary Housing (EVH) 
and the terms and conditions for this post follow the EVH terms.  A summary of the principal 
areas are as follows: 

 

Salary Employers in Voluntary Housing Grade 6 (PA17-PA20) 

£34,745 pa, 35 hours per week 

Salary Payment Salary will be paid on 28th of the month 

Contract Status Permanent, Full Time 

Hours 35 hours per week, Monday to Friday 

 

The office is open to the public:  

9am-5pm Monday to Thursday 

9am-4pm Friday 

Place of Work Clydebank Housing Association Ltd 

77-83 Kilbowie Road 

Clydebank 

G81 1BL 

 

The Association has access to free car parking. 

Holiday Entitlement 25 days per annum / 15 public holidays per annum 

Pension The Association offers SHAPS Defined Contribution pension 
scheme (Employee contributions 5% and Employer contributions 
10%).  The Association also operates an auto-enrolment pension 
scheme (Employee contributions 5% and Employer contributions 
4%). 

Notice Period Four weeks 

Professional Fees One set of professional fees paid per annum 

Learning & Development We are committed to investing in our people to ensure that staff 
members within each department are able to contribute fully to the 
Association’s objectives. 

Additional Benefits • The Association has a positive, encouraging culture that promotes 
work life balance and is supportive of flexible working requests 

• Commitment to continued learning and development 
• Access to financial and legal advice 
• Access to mental health support 
• Free gym membership 
• Access to free bike hire 
• Staff are enrolled into a Simply Health scheme for claiming health 

expenses 

  



        Respectful                  Accountable                    Responsive & Informative                   Professional 

 

12 

                                  Recruitment Pack 
 

 

 

The Selection Process 

A summary of the selection process and key dates are as follows: 
 

Application When submitting your completed application, please include the 
following documentation: 

 

• Application Form 

• Equal Opportunities Monitoring Form 

 

Please do not enclose your Curriculum Vitae (CV). 

 

When completed this form can be returned by e-mail to: 
vacancies@clydebank-ha.org.uk  

 

Or by post to: 

Private and Confidential 

Customer & Corporate Services Manager 

Clydebank Housing Association 

77-83 Kilbowie Road 

Clydebank G81 1BL 

Closing Date Please note that the closing date/time for receipt of applications 
is: 

 

Closing date for applications is 12 noon on Monday 1st 

September 

 

Please note that applications returned after this time will not be 
considered. 

 

Interview  

Interviews will be held week beginning 8th September 

 

Place of Interview Clydebank Housing Association Ltd main offices 

77-83 Kilbowie Road 

Clydebank 

G81 1BL 

 

The Association has access to free car parking. 

 

 
 
 

mailto:vacancies@clydebank-ha.org.uk
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Recruitment Charter 
 
Clydebank Housing Association is committed to achieving high standards of quality in 
recruitment and to ensuring that our appointments are made solely on the basis of merit and 
that you are treated in a fair and equitable manner. 
 

• You will be treated in a polite, helpful and friendly manner at all times. 
 

• When you request a recruitment pack, it will be sent by the end of the next working 
day. 

 

• Please send a stamped addressed envelope with your application if you would like an 
acknowledgement that we have received it. Emailed applications will be acknowledged 
by return. 

 

• The information you provide will be treated in confidence and with discretion. 
 

• We have Equality & Diversity and Equality & Diversity in Employment Policies which 
we commit to review annually. We are also committed to complying with all current 
anti-discrimination law, regulations and good practice.  
 

• As part of our commitment to equal opportunities, we are a recognised Disability 
Confident Employment accredited by the JobCentre Plus. 

 

• We will normally give you at least one week’s notice of the interview and we ask that 
you promptly confirm your attendance or otherwise. If you are unable to attend on the 
day or at the time requested, we will try, where possible, to make alternative 
arrangements. 
 

• The selection process will be conducted in a professional manner and we will provide 
you with sufficient information to enable you to make an informed choice regarding the 
position for which you have applied. 

 

• If you are successful, we will advise you as soon as possible. Written confirmation will 
normally be made within one week of the conclusion of the interviews. 
 

• If you have been unsuccessful at interview, we will normally advise you in writing 
within two weeks. 
 

• On request, we can give you constructive feedback on your interview. 
 
If you are unhappy with any part of the recruitment and selection procedure, you should 
contact us in the first instance. 
 
If you are still dissatisfied, external applicants can make a formal complaint using our 
Complaints procedure – copies available on request. Internal applicants should follow the 
Association’s grievance procedure if you wish to make a complaint. 
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Fair Processing Notice 
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