
 PROGRESS HOUSING GROUP 
 

JOB DESCRIPTION 
 
 

Post Title: 
Continuous Improvement Team 
Administrator  

Grade: Kickstart/ Living Wage 

Responsible to: Continuous Improvement Manager Post No:  

Based: Agile   

Job Summary 

To provide administrative support to the Continuous Improvement Team, scheduling 
appointments, responding to telephone, email and letter enquiries, electronically filing 
documents using the electronic systems and ensure that all contacts are updated in a timely and 
accurate manner.  

 

Duties and Responsibilities 

1. To provide administrative support to the Continuous Improvement Team, including 
ensuring that documents are electronically filed in a timely manner, undertaking 
photocopying and ensuring IT systems are updated quickly and accurately.  

 
2. Coordinate training sessions for the team and arrange meetings where needed including 

capturing any actions or minutes required. 
 
3. To contact and respond to customers by any means of communication following Group 

procedures.  
 

4. Producing paperwork as required by the team in a timely manner. 
 

5. Data entry and input to electronic systems as required.  
 
6. Undertaking project work as required using Microsoft packages including Word, Excel and 

PowerPoint.  
 

 

Corporate Responsibilities 

1. Comply with the Group’s IT Security, Equal Opportunities, Customer Care, Data Protection, 
and Health and Safety Policies. All colleagues are responsible for taking care of their own 
health and safety and that of others who may be affected by what you do at work. Colleagues 
must not misuse anything provided in the interests of health and safety, or bring items from 
home for use at work; unless specifically authorised to do so. You must comply with the 
Group’s Health and Safety Policy which describes specific health and safety responsibilities for 
this post, within its appendices.  Further information is available from the Group’s Health and 
Safety Team upon request. 

2. To undertake any training considered relevant to the performance of this post's duties in 
furtherance of the Group’s objectives.  

3. Adopt a corporate, co-coordinated and co-operative approach to working.  
4. Any other duties to reflect the changing workloads and priorities within the department.  
5. At all times present a professional, customer focused image for the association.  
 
 

 
 

Signature:  Date:  



PROGRESS HOUSING GROUP 
 

PERSON SPECIFICATION 
 

Post Title:   Continuous Improvement Team Administrator 

 

Department: Continuous Improvement Manager Post No:   

 

CRITERIA 
ESSENTIAL/ 
DESIRABLE 

METHOD OF 
ASSESSMENT 

QUALIFICATIONS   

1. GCSE or equivalent in Maths and English at Grade 
C or above  

 

D Application Form / 
Certificates 

BACKGROUND KNOWLEDGE AND ABILITIES 
 

  

1. Experience of working in an office environment  
 
2. Appreciation of the issues affecting social housing  
 
3. Experience and competence in using Microsoft IT 

products such as Word and Excel  
 

D 
 

D 
 

D 

 
Application form/ 

Interview/ 
Assessment 

BEHAVIOURAL SKILLS 
 
1. Ability to use own initiative and plan ahead  
 
2. Flexible and willingness to learn  
 
3. A ‘can do’ attitude  
 
4. Excellent verbal and written communication skills  
 
5. Commitment to exceed customer expectations  
 
6. Tenacity, perseverance and positive attitude to deal 

with problems and change  
 
7. Willingness to embrace change  
 
8. Willingness to solve problems rather than just to 

identify problems  
 
9. Willingness to ‘go the extra mile.’  
 
10. Willingness to use new technology  
 
11. To be open to feedback without being defensive  

 
12. Ability to follow procedures and work instructions 

accurately  
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Application form/ 
Interview/ 

Assessment 



 
 

CRITERIA 
ESSENTIAL/ 
DESIRABLE 

METHOD OF 
ASSESSMENT 

BEHAVIOURAL SKILLS (CONT) 
 

  
 

13. Attitude to working with colleagues within and 
outside of own team to solve problems; meet 
deadlines and seek solutions to achieve corporate 
targets and goals  

 
14. Ability to work well under pressure and meet 

performance targets.  
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Application form/ 
Interview/ 

Assessment 


