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Administration Officer – Accessible Accomodation 

Service. 

Service  Reporting to  Location  Grade  

Accessible 
Accommodation 
Service- Place 
Directorate 

Kathryn Boardman Burrows House & 
Hybrid working 

2A 

About the role 

The Accessible Accommodation Service is committed to providing the right kind of care and 

support to enable Salford Residents to live independently in their own homes. 

 

This post provides a comprehensive administrative support to the team and is an efficient and 

responsive focal point for administrative, operational staff, clients and Housing providers who 

access this service. This role will co-ordinate the referrals for the Disabled Facilities Grant 

funding through Salford City Council’s Liquid Logic system. 
 

• You will be responsible for the processing of all referrals into the service in a timely manner. 
 

• You will be responsible for processing all purchase orders both Capital and Revenue on 

SAP. 
 

• You will be responsible for the service inbox. Dealing with housing association queries 

relating to referrals. 
 

• You will be responsible for both incoming and outgoing mail/post. 
 

• You will be responsible for ordering departmental stationary. 
 

• You will be responsible for inputting service and repair data onto ELMS. 
 

• You will be responsible for reporting lift/hoist breakdowns in warranty/out of warranty to our 

various contractors. 
 

• You will be responsible for dealing with all telephone calls that come into the service in a 

professional manner. 
 

• You will be expected to liaise with our customers and Housing Associations in a 

professional manner. 
 

• To undertake any other such duties that are reasonably commensurate with the level of this 

post.  
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Key outcomes 

• You will assist and contribute to the delivery of a high-quality administration service. 

• Process all referrals in a timely manner adhering to the service KPI. 

• To answer all telephone calls in the Salford City Council guidelines (minimum ring) 

 

What we need from you 

 

• NVQ level 2/3 or at least 2 years administration experience 

• To model and demonstrate our values and behaviours. 

• EDCL and the ability to use PC based applications i.e. Microsoft Office, specifically 

Word, Excel and Access or similar programmes. 

• Good interpersonal skills dealing with enquiries in person and by telephone. 

• Ability to implement and maintain systems, both electronic and manual, including 

partner organisation’s systems 

• Ability to prioritise and organise your own workload to meet deadlines, and to work 

with minimum supervision using initiative 

• To deal effectively with people at all levels from a broad range of organisations. 

• To follow set procedures and make suggestions for change. 

• To work flexibly as a member of a team and be willing to offer support to colleagues. 

• Ability to support integrated work with partner organisations & general office practices 

• Ability to record and process information accurately 

• Ability to maintain confidentiality and apply data protection principles 

• To undertake all Salford City Council training as required. 

• Commitment to providing a high-quality customer-focused service 
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What we can offer you 

Your ongoing professional development and success in your role is important to us, and that 

is why we provide a variety of learning and development opportunities. Within the sections 

below you will find development options tailored to you which will enable you to further 

develop your existing skills and learn new ones at a pace that suits you best. If you are joining 

us now, your development will form part of ongoing discussions with your manager. If you are 

an existing employee, you should use your Personal Development Reviews to discuss your 

development with your manager and create your development journey. It’s important you also 

take full advantage of any informal learning available to you during the course of your work. 

 

Online learning  

Develop your knowledge across a wide range of areas through our Me-Learning platform, 

with over 200 free courses to choose from. To have the best possible start and comply with 

current legislation, you must complete the following modules: Welcome to Salford, Health and 

Safety in the Office, GDPR, Equality Essentials, and Safeguarding Children and Adults. You 

may also benefit from a variety of courses in categories such as Business Skills, IT and 

Project Management which are available to learn at your own convenience and pace. 

 

Professional Development 

Gain role specific skills and time to learn through a wide range of development opportunities. 

Learn whilst working and get support towards your qualification through an apprenticeship 

standard. Access professional development ranging from entry level to master’s type 

qualifications, including achieving a role appropriate qualification. Details can be found on the 

Institute of apprenticeships website. 

 

Tailored Development 

Training on In House systems will be provided. Training within the service will be provided 

by 1 to 1 support using set procedures. 

 

  

http://www.instituteforapprenticeships.org/apprenticeship-standards/
http://www.instituteforapprenticeships.org/apprenticeship-standards/
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A digital organisation 

Developing your digital skills 

Our ambition is to provide our workforce with the right level of digital capabilities needed to 

be successful. Whatever your current digital abilities are, we can provide development 

ranging from essential workplace skills to specialist workplace skills. These will be delivered 

through our Digital Skills Academy using both self-directed and guided learning opportunities 

to enable you to develop. Additionally, you can access free online courses through the iDea 

website. 

 

Sharing your digital skills 

Our goal is to support you to share your digital knowledge with other people. Our Digital 

Eagles programme has been designed to cover basic digital skills and build your confidence 

to assist others. By the end of this programme you will join hundreds of staff members who 

already are digital eagles, and be able to help colleagues, customers, residents, or people in 

your personal life with all things digital. 

 

Our organisation’s values 

We have four values: Pride, Passion, People, Personal responsibility. 

Our four values are central to the way we communicate about the council and the way in 

which we behave with colleagues, customers, and partners - so that we live and breathe our 

values each day. 

 

 

Application guidance 

We are a values-based organisation so reflecting our values or a values-based approach in 

your evidence will support your application. 

The different sections of this role profile are there to give you an understanding of the 

purpose of the role. The ‘what we need from you’ section outlines the minimum criteria you 

will need to meet within your application.  

 

https://idea.org.uk/
https://www.salford.gov.uk/your-council/our-values/
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Role details 

Completed by: Kathryn Boardman 

Date: 8 September 2026 

Job code: 00/000 

Job score: unsure 

Date of evaluation: This JD was compiled by Alison Lobley when the Admin restructure was 

done city wide across the council. Date on the old format is November 2008. 

 

 


