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We’re here to help get people to a better place

Since 1973, Tyne has stood by the North East’s most vulnerable

people. Through our housing, support, healthcare, training and

investment in communities, we help get people to a better place.

Better support

Support from Tyne starts with the relationship, no two people are the

same, so we lead with progressive and individual support. It could be

finding a home, breaking an addiction or building skills for the future,

we can provide stability, safety and straight-talking guidance.

Better opportunities

Beyond helping individuals, we invest in the region and in our

communities. Our independence empowers us to work with an open

mind, embracing new opportunity that can influence change and

transform lives.

Better together

Our belief in people is at the heart of everything we do. We are there

when people need us most because we see potential in every person.

It is our team who put our belief into action and go the extra mile,

giving everyone a chance to get to a better place.

Who we are



We believe in people

We believe in their strength, willpower and courage.

We believe in each other, in those we support and in our community.

We won't give up

We stand by our region's most vulnerable people, we believe that

everyone deserves a chance to get to a better place.

We activate change

We are a catalyst for change, supporting small steps that lead to

bigger transformations.

We're better together

We invest in our region and our communities.

We’re serious about progress and take pride in our relationships.

We work with an open mind and embrace new opportunity.

Our Values



Tyne provide housing and support to vulnerable people across the

region. Our lettings team play a central role in ensuring people who are

referred to us for housing are supported through the process, working

alongside our housing teams to allocate suitable accommodation.

You’ll be part of a small, busy team receiving daily enquiries and referrals

from our partners, working alongside your colleagues to ensure records

and details are kept up to date. You will also provide informal telephone

interviews with potential residents, helping to assess their needs and

aspirations for the future in order to find them the accommodation and

support that best suits them.

This role requires excellent written and verbal communications skills, as

well as an understanding of the sensitive nature of our work. You should

be an empathetic person, able to quickly build rapport and show

compassion in your work.

The position is based at Tyne’s head office at St.Silas Church, Byker

however the ability to work remotely may also be required.

Recruitment Pack:

Lettings Assistant



Job Description

Job Title: Temporary Lettings Assistant

Responsible to: Lettings Manager

Location: Byker, Newcastle upon Tyne

Job Purpose: To ensure that enquiries and referrals for
accommodation are responded to quickly
and personally, and that applicants who
meet our criteria are interviewed, assessed
and housed as quickly as possible.

To ensure that referrals are secured from
existing sources and potential new sources
through regular telephone contact and
dissemination of information.

To work in accordance with the policies
practice and procedures as laid down by
the Board of Management of Tyne HA in
liaison with their partner agencies

Main Duties:

1. Receive referrals and enquiries re-housing, and advise on
eligibility.

2. Ensure referrals and enquiries are recorded and entered into the
data collection system.

3. Arrange interviews.

4. Obtain background information, e.g. Probation reports, Discharge
plans, Care plans, Medical reports.

5. Conduct interviews, informing applicants of Tyne Housing options,
terms and conditions of licence or tenancy agreement, and
securing and recording all relevant information.

6. Complete relevant documentation, including needs and risk
assessment.

7. Assess with housing staff appropriate accommodation taking into
account applicant preferences, needs and existing mix of
residents.



8. Inform applicants and referrers of decision.

9. Reviewing information of those awaiting interviews and those on
the Waiting List.

10. Maintain effective contact and relationships with referring
services.

11. Ensure publicity materials rehousing services are provided to
regular and potential referrers.

12. Work closely with colleagues to ensure all information is promptly
and accurately entered into the Housing Management Database,
to enable statistical reports to be produced including core and
client records.

13. Other duties consistent with the successful management of the
Association as reasonably directed by the Lettings Manager.



Person Specification
Essential skills and experience:

(to be evidenced at application and interview).

● Administration and IT skills
● Excellent written and verbal communication skills.
● Active listening skills
● Organised and able to work under own initiative
● Good time management skills
● High attention to detail
● Ability to learn and grow
● Ability to work remotely if required
● A commitment to the values of Tyne

Desirable skills

● Experience of completing risk/support assessments

Values are at the core of Tyne Housing.

As an employer, we will provide exceptional skills training and personal
development opportunities to all of our people.

If you have experience in a similar role or organisation you may wish to use
examples from that experience, but we are just as interested in people who
may not have direct experience but share our values and our commitment
to making a difference.

We encourage applications from people who can demonstrate to us, and
to the people who use our services, the following key behaviours;

Our Purpose: We’re here to help people get to a better place.

Core value Key behaviours for all staff
and volunteers

Key behaviours for
line managers

We believe in people

We believe in their
strength, willpower
and courage. We
believe in each other,
in those we support
and in our
community.

Good listening skills

Comfortable
communicating with a
wide range of people

Approachable

Respect for the
team

Active listening skills

Understanding of
work and personal
life



Ambitious for our people
and our local
communities

Empathetic

Supportive

We won’t give up

We stand by our
region’s most
vulnerable people, we
believe that everyone
deserves a chance to
get to a better place.

Respectful

Resilient

Passionate about the work

Honest and truthful -
straight talking

Tenacious - getting things
done

Builds confident
teams

Instils positivity

Instils self belief

Seeks to
understand
underlying issues

We activate change

We are a catalyst for
change, supporting
small steps that lead
to greater
transformations.

Appreciates the role of
safety and stability as
foundations for positive
change.

Promotes access to
opportunities

Creative and flexible
approach

Builds trust

Can challenge in a
positive way

Positive about
change

Leads by example

Move forward
attitude

Inspirational

We’re better together

We invest in our
region and in our
communities. We’re
serious about
progress and take
pride in our
relationships. We work
with an open mind
and embrace new
opportunity.

Belief in partnerships

Takes pride in our work

Values all roles in the
team

Take responsibility for
each other - going the
extra mile

Reflective - learning from
each other

Outward looking

Looks to the whole
system

Promotes our work
externally

Learns from best
practice.



Terms and Conditions

ContractType: Fixed term contract to cover maternity
leave (May 2021 to May 2022)

Annual remuneration: £13,151

Hours of work: 24.5 hours per week

Annual Leave: 127.4 hours (equivalent to 26 days pro
rata)

Notice Period: Four Weeks

Additional Benefits:

● Personal training and development planning
● 127.4 hours holiday
● Your birthday off
● A generous pension scheme
● Death in service benefits
● Full service employee assistance programme
● + much more

Specific terms and conditions will be as stated in the Terms and Conditions
of Employment document

Tyne is an accredited Investor In People and Equal Opportunities employer
as well as holding a silver Better Health At Work Award.

This post is subject to an enhanced Disclosure and Barring Check.



How to apply

To apply for this role please ensure you have taken the time to read
through the job description and person specification before completing
your application.

Please note, we do not accept CVs and require completed application
forms which can be downloaded from our website
www.tynehousing.org.uk/vacancies or you can request a copy by emailing
info@tynehousing.org.uk or calling reception on 0191 265 8621.

Completed application forms can be sent via email to
info@tynehousing.org.uk with the subject line ‘Lettings Assistant’ or posted
to our head office at: Tyne Housing Association, St Silas Church Building,
Byker, Newcastle Upon Tyne, NE6 1PG.
.

Tyne HA is a registered society under the Co-operative and Community
Benefits Societies Act 2014 number 21011R and is a charitable housing
association

mailto:info@tynehousing.org.uk
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