
 
 

 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 

Stock Acquisition Officer IN MY TEAM? 

Who is in my team? 

Team  Repairs Partnering   

Line Manager  Head of Repairs Partnering 

My direct reports  N/A 

Updated October 2026  

 

What’s my role? 

Responsible for supporting the acquisition and onboarding of new housing stock into the 
organisation. The role will coordinate the review of property data, undertake due 
diligence on repairs and compliance information, liaise with internal teams, and ensure 
newly acquired homes are ready for handover and operational management. 

The postholder will act as a key link between acquisitions, asset management, repairs, 
compliance, housing management, and finance teams to ensure a smooth transition of 
properties into the organisation's portfolio. 
 

 

What am I accountable for? 

Key tasks: 

• Review and assess property information held within acquisition data rooms.  

• Analyse repairs, maintenance, compliance, and asset data provided. Work with 
Repairs and Asset Management teams to validate repair requirements and 
planned investment needs. 

• Ensure defects, outstanding repairs, and snagging issues are identified and 
tracked to completion. Coordinate information required for integrating properties 
into repairs and maintenance programmes. 

• Identify data gaps, risks, and outstanding actions requiring resolution before 
acquisition.  

• Track progress against acquisition milestones and readiness criteria. Monitor 
completion of actions arising from due diligence reviews. Maintain trackers and 
action logs throughout the acquisition process. Escalate risks and issues that may 
impact successful onboarding. 

• Act as the primary liaison between internal departments during stock acquisitions.   

• Support the setup of new properties within housing, asset management, and 
repairs systems. Validate data quality and ensure records are complete and 
accurate. Support the creation of asset records, component data, compliance 
schedules, and repair histories. 

• Carrying out my work in line with our: 
o Professional standards, reflecting our values and behaviour framework 
o Policies, procedures, and code of conduct 
o Commitment to equality, diversity, and inclusion 
o Health and safety responsibilities 
o Confidential reporting (whistleblowing) polices 



 
 

 
 

To carry out any other duties consistent with the post that may be required from time 
to time, at the discretion of the line manager. 

 

What do I need? 

Entry Requirements: 

• Experience working within housing, asset management, repairs, property 
services, or development.   

• Experience reviewing and analysing property-related data.  

• Strong project coordination and stakeholder management skills.  

• Excellent organisational skills with the ability to manage multiple acquisitions 
simultaneously. 

• Understanding of compliance requirements within residential property.  

• Experience using housing, repairs, or asset management systems. 

• Experience using Microsoft Excel and data management systems.  

• Ability to identify risks and challenge incomplete or inaccurate information. 
 
Proficient Requirements: 

• Experience of stock acquisitions, stock transfers, or property onboarding.  

• Knowledge of social housing asset management and repairs.  

• Understanding of compliance requirements within residential property.  

• Experience using housing, repairs, or asset management systems. 
 

 


