
Job Title Lettings Assistant 

Hours 35 

Tenure 10 Weeks 

Location Tongwynlais, Cardiff 

Responsible to Head of Housing 

Closing Date 07/07/17

The University is participating in the Santander Intern Programme, connecting talented graduates 

with some of the UK’s fastest growing, most exciting small and medium-sized enterprises (SMEs). 

Santander is part-funding internships for Cardiff Met students and recent graduates. If you would 

like to kick-start your career and build valuable experience fast, this is a great way to do it. 

N.B. This opportunity is open to Cardiff Met students and recent graduates only. 

Newydd is part of the Cadarn Housing Group which was established as Newydd Housing Association 
in 1974. Cadarn is the parent of the Group and is a non-charitable housing association, its main role is 
to support business development and diversification and provide central support services to the 
Group. Newydd Housing Association is a charitable housing association that offers nearly 3,000 
affordable homes for rent and sale to people where need is at its greatest in mid and south Wales. A 
second Group subsidiary was established in 2013. Living Quarters Wales is a company and is not 
registered as a housing association. Its role is to provide private rented housing and homes for sale.  

The Group’s vision is simply to provide affordable homes and sustainable communities with excellent 
services to tenants and customers. This is our goal and everything we do is intended to bring us closer 
to achieving it. 

The Lettings Assistant is expected to assist the Association in meeting is objectives and the Corporate 

Plan targets by providing a high quality lettings service to customers. 

The role will focus on supporting the Lettings Coordinator to administer the allocation and voids 

service.  This will also include supporting Housing Officers with the lettings and allocations process. 

Around 300 of our properties become vacant each year. It is really important that we are able to 

effectively manage the process of tenants moving out, getting our properties ready to re-let and then 

allocating our homes to new applicants on the housing waiting lists.  

Santander Internship Programme 

Company Information/Background 

Job Description 

Key Responsibilities 



This is a busy role and there is a high demand for our properties with over 10,000 people registered 

on the various common housing registers that we operate in partnership with the Vale of Glamorgan 

Council, Rhondda Cynon Taff Council and Powys County Council. 

Working within the Lettings Team the Lettings Assistant will be responsible for; 

 Liaising with our tenants when they give notice to end their tenancy.

 Arranging the return of keys.

 Liaising with our Surveyor regarding access to complete void works.

 Liaising with utility providers

 Updating our computer records and void lists

 Supporting the team to allocate any empty properties to new tenants.

 Arranging pre-tenancy support as well as preparing tenancy packs for any new tenants moving

in to our properties.

Project work; Newydd has a new development in Church Village which is due for completion at the 

end of August. This is an exciting and rare opportunity to work with our Lettings Coordinator to 

allocate our new build properties in this area.  This will include advertising the properties, supporting 

the Housing Officers to allocate the tenancies under a local lettings policy, ensuring that tenants have 

all the information they need for their new home, attending open days and viewings and to help 

ensure that tenants are able to settle quickly into their new homes. 

Applicants working towards or recently completed a housing or related qualification is desirable. 

Applications should be made in the form of a CV and cover letter, sent to 

humanresources@newydd.co.uk .  

Applicants are strongly encouraged to contact the Cardiff Met’s Careers Service Team for support in 

developing their application. 

Requirements (e.g. degree qualification preference) 

How to apply 

mailto:humanresources@newydd.co.uk
http://www.cardiffmet.ac.uk/about/careers/about/Pages/Meet-the-Team.aspx

