
 
 

 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 

Empty Homes Assistant 

Who’s in my team? 

Team  Empty Homes Team 

Line Manager  Empty Homes Manager 

My direct reports  N/A 

Updated December 2024 

 

What’s my role? 

Assist the Empty Homes team to update systems, maintain records and prepare 
information for colleagues in the Allocations Team. Provide cover for Empty Homes 
Coordinators as required. 

What am I accountable for? 

• To provide administrative support for the Empty Homes team with any tasks 
relating to empty homes, ensuring set targets are met and that work is 
undertaken in accordance with Moat’s policies and procedures. 

• Support the empty homes team to collate information from contractors relating to 
void works and Health and Safety compliance, and ensure this is updated on 
systems/cases, e.g. on CRM. 

• Keep records and files updated, including IT systems such as CRM and relevant 
databases, to ensure void related information is accessible and accurate and to 
support reporting and performance management of the Voids contractor. 

• Raise / support the raising of void works promptly, minimising financial loss. 
• Support the post inspection process, ensuring reports are shared with 

appropriate contractors promptly, works are monitored to completion and 
sufficient evidence is received and stored appropriately. 

• Support the ready to let confirmation process, ensuring void packs contain 
relevant compliance certification. 

• Raise /support the raising of recalls, snagging and additional works, ensuring 
clear details are given and accurate coding used. 

• Support the Lettings team with post-sign-up issues relating to the quality of void 
works or further works identified at move-in. 

• Champion equality and diversity, and consider customer needs when interacting 
and delivering services, being mindful of potential adjustments to support each 
individual customer journey.  

• Keep accurate and up to date records, ensuring compliance with data protection 
policies and regulations. 

• Take ownership of own personal and professional development, ensuring all 
mandatory training is completed as required.  

• To undertake other duties as may be reasonably required, in line with the level 

of responsibilities of the post, to meet the changing needs of the service. 

• Keeping accurate records and manage all data in accordance with our Data 

Governance Framework, relevant legislation, and best practice. You must also 

understand and fulfil your responsibilities as set out in this framework. 

To carry out your work in line with our: 



 
 

 
 

• Professional standards, reflecting our values and behaviour framework 
• Policies, procedures, and code of conduct 
• Commitment to equality, diversity, and inclusion 
• Health and safety responsibilities 
• Confidential reporting (whistleblowing) policy 

 

What do I need? 

Entry Requirements:   
• A good standard of education with good written and verbal English and maths.   

• Able to use MS Office suite, particularly MS Word and Excel. 

• Experience of office administration – managing and organising systems, 

records, and digital files, with good skills in time management and prioritisation 

of work. 

• An awareness of void processes, preferably in social housing or similar fields. 

Proficient Requirements:  
• Advanced use of MS Office suite, particularly MS Word and Excel. 

• Some understanding of the social housing sector. 

 


