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	Job Title: Housing Apprentice (Level 3)
	Business Area Operations                                                         
	
	Tier: 6

	Reports to: Home Ownership Manager
	Responsible for: n/a
	
	

	Purpose of role: The Housing and Property Management Apprentice will develop practical skills and knowledge in property, leasehold and shared ownership management while completing the Housing & Property Management Level 3 apprenticeship. Through supported learning and on-the-job experience, the postholder will assist with customer enquiries, property inspections, transactions, repairs, building safety and compliance activities, contributing to excellent customer service and positive outcomes. No previous housing experience is required, as full training, mentoring and practical support will be provided.

	Responsibilities                                                                                                                                                                           Skills/Experience                                                                                                                          

	Customer Contact & Engagement
Support property and communal area inspections, identify defects and safety concerns, and raise and monitor repairs. Handle routine leasehold and shared ownership enquiries, maintaining accurate records, meeting timescales, and escalating where needed.
Assist with customer engagement activities including surveys, meetings, newsletters, and scheme inspections. Support the early resolution of complaints and disputes, recognising when specialist or legal advice is required. Use customer feedback and insight to continuously improve services.
Property Management
Develop an understanding of leasehold and property management through exposure to key activities including service charges, budgets, Section 20 consultations, staircasing, re-sales, building safety, inspections, and customer services. Work with mentors to set development goals, monitor progress, and reflect on learning.
Collaboration & Teamwork
Build effective working relationships with colleagues, customers, and external partners. Communicate clearly through meetings, emails, and reports, sharing learning and supporting continuous improvement. Maintain accurate records and follow internal processes to deliver a high-quality, compliant service.
Project & Analytical Work
Develop knowledge of leasehold management responsibilities, including management packs, staircasing, lease extensions, and lease administration. Support projects that improve efficiency, digital capability, and customer experience, while researching sector trends, policy developments, and best practice. Conduct research and benchmarking on sector trends, policy changes, and best practice.
	Essential:
· Strong communication skills with the ability to build positive relationships with customers, colleagues and partners.
· Ability to organise and prioritise work, maintain accurate records and recognise when issues need to be escalated.
· Good problem-solving and analytical skills, with attention to detail.
· Commitment to delivering excellent customer service and improving outcomes for customers and communities.
· Ability to manage a varied workload and meet deadlines.
· Willingness to learn, adapt and work across different teams and services.
· Competent digital skills, including Microsoft Office applications.
· A proactive and positive approach to personal learning and development.
Desirable: 
· Ability to read and understand detailed documents such as policies, procedures, leases, budgets or account information, with support.
· Ability to explain technical, legal or financial information in a clear and customer-friendly way.
· Awareness of housing, leasehold, shared ownership or property management services.
· Experience of working with customers, whether through employment, volunteering, education or community activities.
· Experience of contributing to projects, research, presentations or team-based activities through work, education or extracurricular involvement.

	
	Qualifications

	
	Essential:
· GCSE or equivalent qualifications or experience, including English and maths where required by the apprenticeship programme.
Training Programme: 
· Property Management: Level 3 

	Values
	Other 

	Our Values of Respect, Creativity and Excellence are a key element of our organisational culture. They set out our expectations and are an integral part of all our roles. We are:
RESPECTFUL to our customers and each other
CREATIVE in our approach and ambition
EXCELLENT at delivering meaningful services to our customers
	Mandatory attendance at our Manchester Office at least 1x per week 
There will be occasional travel to regional offices and sites so access to a car is desirable

To be eligible for an apprenticeship, you must:
· spend > 50% of their time working in England
· Have the right to work in England
· Have spent the last 3 years living in England

	



You are also required to undertake any other duties including Health & Safety and compliance within your capabilities as maybe reasonably require



image1.jpeg
Onwarad




