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WHITE HORSE

HOUSING




Customer Services Adviser
Full‑time | Permanent
Location: Box House, Box. Home working available.
Salary: £28,000

Join a successful, high‑performing housing association making a real difference in local communities.

White Horse Housing Association is a dynamic, customer‑focused organisation with a strong reputation for delivering high‑quality, affordable homes and outstanding services across Wiltshire, Somerset and surrounding areas. 
With a growing portfolio and a commitment to supporting sustainable, thriving communities, we pride ourselves on being professional, forward‑thinking and people‑centred. Our services genuinely change lives and our staff take pride in that.
We are now seeking a Customer Services Adviser to join our team and play a vital role in delivering excellent, responsive, and compassionate services to our residents.
This is a role where no two days are the same and you can develop new skills, thrive on meaningful responsibilities and benefit from training that supports your ambitions. Our staff manage their own workloads and are trusted to make decision and shape how things get done.

About the Role

As a Customer Services Adviser, you will be the first point of contact for residents, applicants, contractors, and members of the public. You will provide high‑quality customer service across multiple channels, ensuring enquiries are handled promptly, professionally, and in line with White Horse Housing Association standards.

This is a varied role that supports tenancy management, repairs reporting, community engagement and wider operational activities across the organisation.
You’ll make a real difference in rural communities while working as part of a friendly, supportive and encouraging team. 
Key Responsibilities

· Act as the first point of contact for residents, providing friendly, efficient, and accurate responses to enquiries by phone, email and in person

· Log, track and update repairs requests, liaising with contractors to ensure work is scheduled and completed within agreed timeframes

· Provide administrative support for tenancy management, including handling initial enquiries, processing documentation, and signposting residents to support services

· Manage and monitor the enquiries inbox and customer service systems, ensuring all messages are dealt with promptly

· Support residents with basic tenancy queries, rent account assistance, and reporting anti‑social behaviour by directing cases to the appropriate team

· Keep accurate and up‑to‑date records, case notes, and system entries to support customer service and housing management activities

· Assist with resident communication, including preparing letters, notices, newsletters and digital updates

· Contribute to the development of a positive customer experience, identifying opportunities to improve services and processes

· Support community‑based initiatives, resident engagement and events led by the housing team

About You

We’re looking for someone who is approachable, patient and committed to delivering excellent customer service. You’ll be organised, confident in handling a variety of enquiries, and motivated by helping residents resolve issues quickly and effectively.

Essential Skills & Qualities

· Excellent communication and customer service skills

· Strong organisational skills and attention to detail

· Ability to manage multiple tasks and work to deadlines

· Confident using IT systems and Microsoft Office

· A team player with a positive, proactive approach

Desirable

· Experience in customer service, housing, or a similar administrative role

· Knowledge of social housing or repairs processes (training can be provided)

What We Offer

· A supportive and friendly working environment

· Opportunities for training, learning and career development

· Generous holiday entitlement and pension scheme

· The chance to make a meaningful impact in local communities

How to Apply

Please complete the White Horse Housing application form (available from our Office Manager, Dawn Bowker – email address below) and send it together with your CV to Dawn.Bowker@whitehorsehousing.co.uk or send it by post to White Horse Housing Association, Offices 6-9, Box House, Bath Road, Box, Wiltshire, SN13 8AA.

Closing Date

Friday 24 April 2026. 


