
 
 

 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
HO’S IN MY TEAM? 

 



 
 

 
 

Programme Data Officer (Stock 
Acquisitions) 
 

Who’s in my team? 

Team  Programme and Post Sales Services 

Line Manager  Programme Manager 

My direct reports  N/A 

Updated September 2026 

 

What’s my role? 

To assist with the compilation of data in relation to the preparation of importing stock 
details for homes being acquired.  

What am I accountable for? 

• To create new estate and blocks In the ActiveH system for all stock acquisitions, 
ensuring that all block codes have been signed off by the service charge team.  
 

• Preparation of Moat's templates ready for importing into ActiveH.  
 

• Validation of all key data before importing into ActiveH. 
 

• Importing of all validated templates into ActiveH ensuring a report is created to 
enable the Programme Manager to check for anomalies and sign off. 

 

• Collation and population of all land registry title information.  
 

• Ensuring that all key data fields required for the annual regulatory return are 
populated on ActiveH.  

 

• Ensure all shared ownership leases relating to the acquisitions, are stored on 
CRM.  

 

• Ensure that all lease data for shared ownership homes, is entered correctly into 
ActiveH.  

 

• Collaborate with the stock acquisition manager, highlighting any missing data to 
ensure that information is received.  

 

• Attend regular stock acquisition meetings.  
 

• 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. 

 



 
 

 
 

• 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.  

 

• Carrying out my 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) polices 

 

What do I need? 

Entry Requirements: 

• Advanced in the use of excel for reporting  

• Excellent attention to detail 

• Experience in data entry and use of databases 

 
Proficient Requirements: 

• Proficient in the use of databases for reporting and analysis.  

• Experience in dealing with large quantities of data 

 

 


