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Job Title: Housing & Asset Management Administrator (Volunteer)
Location: Office-based (London)
Reporting to: Head of Housing & Asset Management 
Contract: Volunteer Role (initial 3 months, with review)
Hours: Flexible (to be agreed)

About the Role
We are seeking a proactive, confident, and highly organised Volunteer Housing & Asset Management Administrator to support our busy Housing and Asset Management teams.
This role is ideal for someone looking to gain experience within a housing association or supported housing environment while making a meaningful contribution to services supporting vulnerable residents.
Key Responsibilities
You will work closely with the Head of Housing & Asset Management, Housing Team, and wider team to provide essential administrative support, including:
Housing Administration
· Provide administrative support to the Head of Housing & Asset Management and CEO
· Assist with tenancy-related administration and documentation
· Maintain accurate records on the housing management system
· Handle incoming enquiries and deliver excellent customer service
· Communicate with contractors and external agencies
· Support the Housing Management team while maintaining full confidentiality
· Deal promptly with written and verbal housing enquiries from residents, councils, and partner agencies
· Support management of the housing application register
· Issue and collate customer satisfaction surveys

Asset & Maintenance Administration
· Log maintenance requests and property issues 
· Liaise with tenants and contractors to arrange repairs
· Track progress of maintenance jobs and ensure timely updates
· Maintain accurate maintenance logs and compliance records
· Order equipment and supplies for tenants and staff

General Office & Team Support
· Take minutes and distribute meeting agendas
· Organise meetings, consultation events, and venues
· Manage schedules, appointments, and correspondence
· Maintain filing systems and office records
· Order and monitor stationery stock
· Assist in preparing reports and presentations
· Support ad-hoc administrative tasks to ensure smooth office operations

Skills & Experience Required
· Experience in housing, supported living, or a housing association (desirable)
· Strong administrative experience 
· Excellent written and verbal communication skills
· Confident liaising with tenants, professionals, and contractors
· Highly organised with strong attention to detail
· Ability to manage multiple tasks and work under pressure
· Proficient in Microsoft Office and willing to learn new systems
· Ability to maintain confidentiality at all times

Personal Attributes
· Reliable, proactive, and able to work independently
· Calm and adaptable in a fast-paced environment
· Team-focused with a flexible attitude
· Empathetic and professional when working with vulnerable individuals
· Positive, can-do approach

What You Will Gain
· Valuable experience in housing and asset management
· Exposure to a housing association environment
· Opportunity to develop administrative and sector knowledge
· Supportive team environment
· Potential future opportunities (subject to organisational needs)
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