Illustrative example from luceria.careers: Rhiannon Adeyemi-Clarke (fictional). Every person, employer, date and figure is fictional. Replace all of it with your own, and delete this note.
Rhiannon Adeyemi-Clarke
Housing Officer · General-needs patch of around 480 homes · Tenancy, arrears, ASB and safeguarding
Bristol · 07700 900 789 · rhiannon.adeyemi-clarke@example.com
Profile
Housing officer with four years managing a general-needs patch of around 480 tenancies across two estates for a fictional housing association, and two years before that in a fictional council's housing management team. Handles tenancy management, arrears, anti-social behaviour, support and safeguarding referrals and stage 1 complaints, working daily with repairs, income and external agencies. Seeking a senior housing officer role with responsibility for complex cases and coaching newer officers.
Experience
Housing Officer — Fictional Westmoor Housing Association
October 2022 – present
Fictional housing association of around 9,000 homes; general-needs patch of around 480 tenancies across two estates.
1. Manage a patch of around 480 general-needs tenancies across two estates, completing around 95 tenancy visits a quarter covering sign-ups, tenancy audits, mutual exchanges and successions.
1. Reduced patch arrears from about 4.1% to about 3.2% of annual rent debit over 18 months through early contact and 38 sustainable repayment arrangements, with possession claims issued on 3 cases as a last resort after pre-action steps.
1. Raised 7 safeguarding concerns in the past year, each referred to the local authority within one working day, alongside around 30 support referrals to money-advice, mental-health and social-care services.
1. Investigate tenancy breaches and anti-social behaviour reports, around 45 cases a year, using warnings, acceptable behaviour contracts and mediation referrals, with legal action requested on 2 cases.
1. Handle stage 1 complaints for the patch: 19 in the past year, 17 answered within the association's 10-working-day target, with the 2 late responses explained to the resident and logged.
1. Coordinated access for a fire-door inspection programme across a 112-flat block, reaching every flat within 6 weeks through letters, door-knocking and evening appointments.
Housing Assistant — Fictional Borough Council (housing management team)
September 2020 – October 2022
Fictional council housing management team covering around 3,000 council homes.
1. Answered around 40 tenant calls a day on rent accounts, repairs and tenancy queries, booking repairs and updating the housing management system during the call.
1. Prepared arrears letters and payment-arrangement paperwork for 4 housing officers and kept the team's court-date and visit diary.
Education
Level 3 Certificate in Housing Practice — Fictional College, 2023
BA (Hons) Sociology — Fictional University, 2020
Training
Safeguarding adults and children (association), renewed 2025
Anti-social behaviour case management (external course), 2024
Skills
Tenancy management: sign-ups, tenancy audits, successions, mutual exchanges, end of tenancy · Rent arrears: early contact, sustainable arrangements, pre-action steps, court paperwork · Anti-social behaviour case management and evidence recording · Safeguarding adults and children: recognising concerns and referring · Stage 1 complaint handling and written responses · Welfare benefits awareness, including the housing element of Universal Credit · Housing management system and mobile working; full UK driving licence

Why this example is written this way
The patch is sized and typed before anything else
'Managed a patch' means nothing without the number of homes and the kind of tenancies. General-needs, supported and sheltered patches involve different work, and a senior housing officer panel judges scope from the figure. Stating around 480 general-needs tenancies and the visit volume lets the reader place the applicant immediately.
Arrears are shown as a controlled process, not a collection score
Social landlords expect arrears work to combine early contact, affordability and support with escalation only when needed. The resume gives the movement in arrears as a share of rent debit, the number of sustainable arrangements and the small number of possession claims, each framed as a last resort. That tells a housing panel the applicant follows the pre-action approach rather than chasing a number.
Safeguarding and support are counted and timed, never described
A housing officer resume must show safeguarding competence without a single tenant detail. The count of concerns raised, the one-working-day referral and the number of support referrals show the practice; the absence of any case story shows the judgement. Panels notice both.
Complaints are included as a measured competence
Complaint handling is a core housing officer task, with timescales landlords are expected to meet. Giving the number handled, the share answered within the target and what happened with the late ones shows the applicant treats complaints as service data rather than as a stain on the record, which is the attitude a senior housing officer role needs.
Bullet rewrites and the evidence behind them
Before: Managed a housing patch.
Evidence question: How many homes, what type of tenancy, and what tenancy work did you actually do?
Evidence (fictional): Around 480 general-needs tenancies across two estates; sign-ups, tenancy audits, mutual exchanges, successions and end-of-tenancy inspections; around 95 tenancy visits a quarter.
After: Manage a patch of around 480 general-needs tenancies across two estates, completing around 95 tenancy visits a quarter covering sign-ups, tenancy audits, mutual exchanges and successions.
Before: Dealt with rent arrears.
Evidence question: What was the arrears position, how did it move, and how were cases escalated?
Evidence (fictional): Patch arrears fell from about 4.1% to about 3.2% of annual rent debit over 18 months; 38 sustainable repayment arrangements; possession claims issued on 3 cases as a last resort after pre-action steps.
After: Reduced patch arrears from about 4.1% to about 3.2% of annual rent debit over 18 months through early contact and 38 sustainable repayment arrangements, with possession claims issued on 3 cases as a last resort.
Before: Responsible for safeguarding and signposting.
Evidence question: How many concerns did you raise, what did you do with them, and how quickly?
Evidence (fictional): 7 safeguarding concerns raised in the past year, each referred to the local authority within one working day; around 30 support referrals a year to money-advice, mental-health and social-care services.
After: Raised 7 safeguarding concerns in the past year, each referred to the local authority within one working day, alongside around 30 support referrals to money-advice, mental-health and social-care services.
Full explanation, transferable skills and occupation notes: https://luceria.careers/examples/housing-officer-resume-example
Edition 1.0, 2026-11-04.
