
 
 

 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 

Quality Homes and Asset Coordinator 
WHO’S IN MY TEAM? 

Who’s in my team? 

Team  Strategic Asset Management 

Business Area Property 

Line Manager  Senior Quality Homes and Asset Coordinator 

 

What’s my role? 

The Quality Homes and Asset Coordinator helps to ensure homes are safe and decent by 
coordinating surveys and managing asset-related work. 

The role is central to the smooth running of our damp & mould management, Home 
Improvement Survey programme, HHSRS cases, complex works, planned investment surveys 
and other asset related projects and business administrative support.  

The coordinator acts as a vital link between customers, surveyors, contractors and internal 
colleagues- ensuring excellent customer communication, accurate scheduling and timely case 
progression. 

What am I accountable for? 

Damp and mould case management 

• Coordinate and manage survey appointments for damp and mould cases. 

• Support damp and mould case management from start to completion, including welfare 

calls after cases close. 

Home Improvement Surveys 

• Book appointments for Home Improvement Surveyors to support the delivery of our 

survey programme. 

HHSRS 

• Manage HHSRS cases, tracking repairs to completion and keeping the Asset 

Management System updated. 

Complex repairs and planned works 

• Arrange surveyor’s appointments for all asset management cases - including complex 

repairs, completed works inspections, housing adaptions requests as well as home 

improvement requests. 

Business administrative support 

• Provide high-quality customer service, including appointment confirmations, updates 

and post-visit calls and inspections. 

• Maintain accurate records and system updates to support performance reporting and 

case management. 

• Escalate risks, delays or safeguarding concerns promptly and appropriately. 

• Support decant process when needed. 

• Work collaboratively with colleagues across Property, Customer Services and 

Customer Liaison Officers. 

• General administration support across the asset team, including, support with our 

Section 20 process. 



 
 

 
 

• 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. 

Project work 

• Assist with service improvement projects and pilots. 

 

What do I need? 

Entry Requirements: 
• Strong organisational and time-management skills. 
• Excellent written and verbal communication skills. 
• Customer-focused mindset with empathy and professionalism. 
• Confidence using IT systems and maintaining records accurately. 
• Proactive and solutions-focused attitude. 

 
 
Proficient Requirements: 

• Experience in customer service, planning, scheduling, or housing services. 
• Ability to manage sensitive or complex cases professionally. 
• Awareness of HHSRS, damp & mould, or housing health & safety (desirable). 
• Strong collaboration skills and ability to liaise effectively across teams. 
• Ability to identify and escalate potential risks.  

 

 
 


