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Job Description
Select Move Administrator
Level L3

	Responsible To:   
	Responsible For:

	Select Move Lead
	N/A



About the job: 
To provide high quality administrative support to the effective management of Select Move applications processed by Chorley Council. Select Move is the Choice Based Lettings system used by residents to access social housing.

The role involves working closely with members of the Housing Options Service, dealing with enquiries from residents, processing applications, and ensuring that a high standard of customer service is delivered to all Select Move applicants. The post also requires direct engagement with customers, including attendance at drop-in sessions and supporting vulnerable individuals.

Role:
· Ensure delivery of accurate processing for all new Select Move applications managed by Chorley Council, including the review of supporting evidence and decision making in line with the Select Move policy within agreed timescales.

· Communicate clearly and regularly with Select Move applicants, helping them use the system. Support vulnerable individuals with empathy when they are in difficult or distressing situations.

· Act as the first point of contact for Select Move applicants, responding confidently and professionally to enquiries in person, over the phone, via email, and at customer drop-in sessions when required.

· Assist in drafting responses to complaints, MP enquiries, ward councillor queries, Freedom of Information requests and Subject Access Requests, by gathering relevant background information in a timely manner.

· Monitor and identify themes and trends in the use and management of the Select Move system and share these with the Select Move Lead for escalation to the wider partnership.

· Maintain accurate records and ensure compliance with data protection and information governance requirements.

· Undertake any other duties commensurate with the salary scale.

Responsibilities:
Team:
· You will work with your colleagues to prioritise team objectives over individual objectives.
· You will support and respect your colleagues at all times.
· You will work together to share knowledge and experiences to improve your service.
· You will participate in development activities as required.

Corporate:
· You will carry out your duties and responsibilities in line with the Health & Safety Policy and associated legislation.
· You will actively engage with customer care, value for money and performance management.
· Your duties will be carried out in line with our equality scheme.
· You will be compliant at all times with GDPR and data protection legislation.
· You will constructively participate in communication and promotional activities.

Organisational:
· You will be prepared to take on responsibilities and projects that may be outside of your normal work area but are relevant to your role.
· [bookmark: _Hlk1381256]You will support an inclusive culture which provides opportunities for everyone to participate and progress.
· You will support effective relationships across all Directorates, with stakeholders and external partners to ensure the Council’s priorities and objectives are met.
· You will positively promote and represent the Council at all times.

What the successful candidate will have:

Qualifications
· Qualification in customer service, business administration or similar or suitable relevant experience.

Experience
· Experience of delivering excellent customer service.
· Experience of working in a team and be comfortable working independently with some supervision support.
· Experience of working directly with service users, sometimes in challenging situations.

Knowledge 
· Knowledge of working on a housing management system, such as CIVICA.
· Some knowledge and understanding of a choice based letting scheme.

Skills & Abilities
· Accurate data entry skills.
· High standard of customer service skills.
· Excellent communication skills which can be flexible according to different audiences.
· Able to work independently with moderate levels of supervision.
· Ability to use data and intelligence to identify themes, changing demand, issues with processes etc.
· Ability to work towards deadlines and within timeframes.

Our Values & Behaviours

Customer Focused - We listen to our communities, keeping them informed about the things that matter most to them and providing a professional and responsive service.

Forward Thinking - We solve difficult problems by being adaptable, resilient, and innovative.

Working Together - We are focused on achieving our collective goals as an organisation and we support our colleagues to deliver excellent services.

Making a Difference - We make a positive difference for our communities by being helpful and going the extra mile.

Delivering Quality Services - We strive for quality in everything we do, making sure the people of Chorley and South Ribble get the best outcome.
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