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JOB DESCRIPTION

	Job Title    
	Property Data Officer/Property Paralegal

	Reports to
	Head of Property Data & Asset Compliance

	Job Purpose
	The Property Data Assistant supports the management, accuracy, and maintenance of property and property-related data within Achieve together. 

The role ensures data integrity across systems and assists with reporting, compliance, and supports operational decision-making relating to estates and property portfolios.


	Key Deliverables
	· Property document review and property-related data management. 
· Data quality & assurance. 
· Reporting & analysis.
· Asset & compliance support. 
· Systems and process support. 
· Stakeholder engagement & coordination. 


	Key Accountabilities
	Property Data Management
· Maintain and update property databases, ensuring data accuracy, completeness, and consistency.
· Reviewing real estate title documentation such as leases and licenses and reporting on key provisions (e.g. commencement date, term, break clauses)
· Input, validate, and cleanse property data from property documentation, surveys, compliance checks, and operational systems.
· Ensure data aligns across systems such as property-related asset management systems, housing management systems and Joblogic.
· Support ongoing data improvement and cleansing programmes.
· Experience reviewing and abstracting commercial and residential leases, licences and title documentation.

Data Quality & Assurance
· Carry out regular audits and validation checks to ensure high data quality standards.
· Identify data gaps, inconsistencies, and errors, and implement corrective actions.
· Support the development and enforcement of data governance standards and procedures.
· Ensure property-related data records are accurate and auditable.

Reporting & Analysis
· Produce regular and ad hoc reports on property data, including compliance status and property-related asset performance 
· Assist in developing dashboards and KPIs for monitoring property data quality and property-related asset performance.
· Support data analysis to inform property asset management decisions and investment planning.

Asset & Compliance Support
Work closely with Estates Operations to ensure accurate recording of: 
· Safety checks (gas, electrical, fire, asbestos, etc.).
· Planned and completed works.
· Property attributes and component data (such as planning use, EPC rating etc).
· To act as the subject matter expert for property data governance, lease information management and statutory compliance data, ensuring the integrity of information used to support strategic estate management, regulatory compliance and investment decision-making
· Support updates to compliance registers and trackers.

Systems & Process Support
· Assist in maintaining and improving property data systems.
· Contribute to improving data processes and workflows to increase efficiency and reliability.

Stakeholder Engagement & Coordination
· Liaise with internal teams (Repairs, Compliance, IT, Legal etc) to ensure consistency of property documentation and data.
· Coordinate with external parties to obtain accurate and timely data.





PERSON SPECIFICATION

	Knowledge and Experience




	Essential:
· Strong attention to detail and accuracy.
· Good IT skills, particularly in Microsoft Excel (data entry, basic formulas, data checks) and SharePoint.
· Ability to manage and organise large volumes of data.
· Good communication skills (written and verbal).
· Ability to work methodically and meet deadlines.
· Highly organised and reliable.
· Analytical mindset with a problem-solving approach.
· Team player with a proactive attitude.
· Ability to handle confidential information appropriately.
· Previous experience reviewing and interpreting leases, licences and Land Registry title documentation is essential and / or Degree or equivalent qualification in Property Management, Real Estate, Surveying, Law, Data Management or related discipline.





Desirable:
· Experience working with property, estates, or asset management systems.
· Experience of reviewing property documentation (e.g. leases, licences, title documentation).
· Knowledge of compliance data (e.g. health & safety, statutory testing).
· Basic data analysis or reporting skills (e.g. Power BI)
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Being

brave

We are creative and confident,
empowering the people we
support and our teams to
achieve amazing things

Making things
happen

We get the most out of
every day and celebrate our
achievements and success

Valuing
everyone

We value the unique talents
of every individual and work
together to help everyone
achieve their full potential





