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Role Profile 
 

Job Title  Estate Officer – Supported Housing 

Reporting into  Team Leader – Estate Services 

Directorate Neighbourhoods Working Style Field/Scheme Based 

Responsible for N/A 

Level of Work Level 1 - Team Member 
 

 

Summary of Role: 
As an Estate Officer - Supported Housing, you will work closely with local Support teams. You will 
undertake minor maintenance work and repairs, cleaning and decorating, liaising with internal and 
external teams and contractors and ensuring that properties are maintained to a high standard. You 
will work collaboratively with other colleagues and external bodies to ensure an appropriate, timely 
and comprehensive service is delivered. You will work need to work flexibly, reactively and 
responsively as you will not be working with people who fit into a 9-5 framework. 

 

Key Areas of Responsibility:  
⚫ Ensure that the communal areas and gardens (LiveWest and customer owned) are kept 

clean and are maintained to a high standard.   
⚫ Maintain an adequate stock of cleaning materials and ordering when necessary.   
⚫ Responsible for keeping communal areas secure by locking and unlocking facilities at times 

agreed with the Housing Officer. 
⚫ Carry out minor maintenance work on our properties and report any repairs which are 

outside of your training.  Liaise with contractors when they attend to undertake repairs and 
support them to ensure that the repair is fixed first time. 

⚫ Liaising with customers and our internal teams to ensure planned works are carried out 
successfully. 

⚫ Prepare vacated properties for next customers by cleaning and redecorating the property 
where necessary.  Liaison with internal teams where any major voids work is to be carried 
out.  Maintain the security of the void property until new tenancy has begun. 

⚫ Assist the Housing Officer with property viewing with potential new customers and 
complete the handover when they move in.  

⚫ Ensure new customers understand how the services work in their properties (heating, water 
etc) and answer any queries they may have. 

⚫ There may be occasions when you are required to allocate work to contractors, cleaners or 
gardeners, so you must feel confident to delegate work. 

⚫ General administration including keeping a record of any expenditure on the estate or travel 
expenses. 

⚫ Responsible for ensuring that the estate including all properties are maintained to high 
standards and provide assistance and necessary information to our customers who live 
there. 

 

Skills, Knowledge and Experience:  
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Skills, knowledge and experience required for a Level 1 - Team Member role, along with the below 
role specific requirements: 

⚫ Experience of gardening, cleaning, minor maintenance repairs and decorating; experience 
in all is not essential but must be willing to undertake them in the role. 

⚫ Shows an awareness of personal health and safety and of those around you. 
⚫ Experience of assisting customers and providing excellent customer service. 
⚫ Experience or confidence to liaise with contractors and sometimes act as the main point of 

contact between them and the customer. 
⚫ Ability to work using own initiative. 
⚫ Remains calm under pressure.  
⚫ Good customer service skills; showing an understanding of what customer care is. 
⚫ Shows a positive attitude and takes pride in work.  
⚫ Good interpersonal skills with the ability to build good relationships with customers and 

colleagues. 
⚫ Experience of checking petty cash and keeping notes which will act as reports (D). 

 

Professional/Vocational/Academic Qualifications: 

⚫ Good level of literacy and numeracy. 

 

Safeguarding and Lone Working: 
⚫ Enhanced DBS check. 
⚫ Lone Working. 

 

Values and Behaviours to be demonstrated in this role:  

We are customer focused We challenge convention We deliver together 

 We are committed  
to safety 

We operate safely, and are 
committed to ensuring the 

safety and wellbeing of others 

 
We keep learning 
We know the business, 

are commercially astute  
and an SME in our field 

 
We manage ourselves 

We take accountability  
for our own performance and 

actions 

 We listen and take 
account of  

customer views 
We put the customer at the 

heart of what we do 

 We do the right thing 
Operates fairly and  

respectfully, expects the  
same from others, and  

focusses on the right stuff 

 
We collaborate  

with others 
Works effectively with others to 

achieve goals 

 We get things done 
We have personal drive and 

deliver to a high standard, on 
time 

 We innovate 
and improve 

We constantly seek to  
improve the way we do things 

 We lead and inspire 
We get the best out of others 

by providing strong and flexible 
leadership 

 We communicate 
effectively 

We ensure effective flow of 
information and ideas 

 

 

 
 
The above criteria are considered essential unless indicated as desirable (D) 
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Please refer to the levels of work framework for the generic responsibilities, experience, skills and qualifications required 
for all roles at this level. 
 
This list is not exhaustive and you will be expected to perform different tasks as necessitated by your changing role 
within the organisation and overall business objectives and values of LiveWest. 


