[image: image1.png]Glen Oaks




Date as Postmark

Dear Applicant

Post of Housing Services Officer
Thank you for your enquiry in relation to the above post.  I am pleased to enclose the following information:

1. Guidance Notes
2. Job Description

3. Person Specification

4. Application Form (please note CVs are not accepted)

5. Diversity & Equal Opportunities Monitoring Form

Further information about the Association can be found on our website www.glenoaks.org.uk
Please note that applications require to be submitted to the Association by 12 noon on Tuesday 19 July 2022.
Please return completed application forms by email to jennifer.morris@glenoaks.org.uk
Should you have any questions after reading the enclosed information, please do not hesitate to contact Joyce Slicer, Housing Services Manager, on 0141 620 2702.
We look forward to receiving your completed application form.

Yours faithfully

Martha Hutcheson

Corporate Services Manager
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	Guidance Notes for Applicants



	1.
	The form should be typed or completed in black ink or black ballpoint pen for photocopying purposes.



	2.
	Please do not send in your Curriculum Vitae.



	3.
	One of your references should be your present or most recent employer.  If you have not been employed or have been out of employment for a long time, you may wish to give the name of someone who knows you sufficiently well to confirm the information you have given and to comment on your ability to do the job.  



	4.
	The enclosed Person Specification lists the minimum essential requirements for this post.  When short listing for interview, the Selection Panel will only consider the information contained in your application form and assess this against the Person Specification.



	5.
	It is not the responsibility of the Selection Panel to make assumptions about the nature of the work you have done from a list of job titles.  It is therefore important that you use the space provided to detail your experience and skills.  Neither is it enough for you just to state that you meet the requirements; you must demonstrate this to the panel.  Work, paid or voluntary, is not the only means of showing that you meet the requirements of the post.  Life experience and skills are just as valid, so long as you are able to demonstrate this.



	6.
	If you are short listed for interview, the Selection Panel will wish to discuss the areas covered in the Person Specification in more detail.  In particular, the Panel will assess your commitment to and understanding of Diversity & Equal Opportunities.



	7.
	If you are related to any members of staff, committee members, consultants, contractors or suppliers to the Association, this should be clearly shown on the relevant part of the form.  This will not be detrimental necessarily to your application.
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JOB DESCRIPTION
1.
POST:
                              HOUSING SERVICES OFFICER 

2.
GRADE AND SALARY:   GRADE 7 EVH 
3.
RESPONSIBLE TO:         HOUSING SERVICES DIRECTOR

4. REPORTING TO:             HOUSING SERVICES MANAGER

5.
RESPONSIBLE FOR THE FOLLOWING STAFF:




1. HOUSING SERVICES ASSISTANT


                                                                   2. ANY OTHER STAFF IN FUTURE WHO FALL WITHIN THE POST’S RESPONSIBILITY

6.
GENERAL AIMS AND JOB PURPOSE

(i)
To provide a comprehensive service to tenants, sharing owners and owners of Glen Oaks Housing Association.


(ii)
To ensure that Glen Oaks Housing Association meets its adopted Service  Standards to the highest degree possible.

(iii) To ensure that the Association’s housing services responsibilities are met to the highest possible standard, in accordance with policy and procedure. 

(iv) To provide a courteous and responsive service to all tenants, residents, applicants and members of the public.

(v) To make sure that the specific job requirements as detailed in the job description are carried out to the highest possible standards at all times.

7.
JOB PURPOSE

(i)
To be responsible for assisting the Housing Services Director in providing a comprehensive and efficient housing and tenancy management service.

8.
SPECIFIC RESPONSIBILITIES - HOUSING SERVICES

Rent Accounting / Arrears Recovery 


(i)
Proactively monitor and take appropriate action on rent accounts in order to meet performance targets.

(ii) Maintain close and effective working relationships with statutory and other agencies affecting Housing Benefit / Universal Credit and other rental income.

(iii) Set up arrangements, direct debits and other payment methods with customers.


(iv)
Progress legal action and monitor court cases. Attend court as required.


(v)
Direct tenants to appropriate advice agencies as required.


(vi)
Process Housing Benefit overpayments as required.



(vii)

Assist Housing Services Manager in development of arrears policy and procedures.


Tenancy Management
(i) To prepare Tenancy Agreements, sign up new tenants and advise them of their rights and obligations of tenancy.

(ii) Ensure compliance with the terms of the Tenancy Agreement.

(iii) Ensure an effective response to tenants in relation to enquiries made concerning their tenancy agreement.

(iv) To provide housing information and advice.  Encourage tenants of the Association to take out House Contents Insurance.

(v) To be responsible for all aspects of tenancy management.

(vi)
To implement decant policy and procedures as required.


Housing Allocations 

HH

(i) Liaise with Housing Services Manager in the development of local lettings policy and plans.
(ii) Progress the allocation of properties and maintain the housing lists in line with the Allocations Policy and good practice, to meet performance targets.  
(iii) To collate and monitor Equal Opportunities information.
(iv) Deal with general enquiries and allocation complaints in accordance with policy.

(v) Fulfill legislative obligations by implementing the agreed Homelessness Policy and protocols.

(vi) Liaise with the Local Authority in the provision of temporary accommodation for homeless persons and asylum seekers.

(vii) To liaise in the provision of permanent furnished accommodation.

Voids

(i) Carry out pre tenancy termination visits liaising with outgoing tenants to ensure compliance with tenancy agreements.

(ii) Responsibility for the management of void properties to ensure minimal void periods and maximum rental income.

(iii) Liaise and monitor with technical department to ensure repairs carried out timeously to a lettable standard.

(iv) Progress and maximise council tax exemptions.


Estate Management 


(i)

Implement estate management policies and procedures in line with local priorities.

(ii) Deliver a comprehensive estate management service to ensure a clean, tidy and well-maintained environment. 

(iii) Manage and monitor the effectiveness of any third party service contracts to ensure contract compliance. 

(iv) Process public liability insurance claims and pursue outstanding claims as appropriate.


Neighbour Relations

(i) Responsible for the investigation and resolution of neighbour disputes in accordance with policy and procedure.  

(ii) Liaise with tenants and external agencies in the development of specific local protocols. 


(iii)
Liaise with Housing Services Manager where court action is to be progressed. 


Tenant Participation

(i) To work within the Association’s Customer Engagement Strategy.

 Gold  Service

(i) Promote Gold Service to tenants and residents

(ii) Administer Gold Service, updating tenancy records as appropriate.   

(iii) Liaise with tenant and residents where tenancy breaches will affect eligibility.


Financial Controls


(i)
To check and authorise invoices and advise on payments required to the Housing Services Manager and Housing Services Director and in terms of the Association’s financial regulations.


(ii)
To be knowledgeable of the Association’s Budgets and ensure monthly spend is kept within budget.


10.

General

(i) Assist the Housing Services Director / Housing Services Manager with the servicing of the Association’s Board, providing written reports and attending meetings as required.

(ii) Assist the Housing Services Director and Housing Services Manager in ensuring that all aspects of the Association’s work are communicated to the Association’s tenants and other residents, and that their views are sought and taken account of in strategic decisions to be taken by the Association


(iii)

Ensure that the Association’s house files and tenancy records are kept up-to-date, and that these files are maintained as confidential records.  Ensure that records are kept by the Association in accordance with the Data Protection Act.


(iv)
To be fully efficient with the Association’s computer systems.


(v)

Keep informed of good practice and relevant legislation.


(vi)
Represent Housing Services Department at Sub-Committee meetings, housing management forums / seminars on request.


(vii)
Undertake any necessary training courses to carry out the duties of the post efficiently and effectively. 

(viii) To manage relevant staff, undertaking one to one meetings on a regular basis.

(ix) To provide on the job training for other staff, as relevant. 


(x)
To implement the Association’s Equality & Diversity Policy as necessary.


(xi)
To attend meetings and carry out other work as required outwith normal working hours, where relevant, as instructed by the Housing Services Director. 


(xii)

To carry out any other relevant duties at the request of the Housing Services Manager, Housing Services Director, Chief Executive or the Board.


(xiii)
This job description is a general guide to the tasks to be fulfilled.  However, it should be noted that the employee requires to agree work priorities and tasks to be completed on a regular basis with their line manager.  This will enable the employee’s section and the organisation as a whole to fulfil its objectives.


	Person Specification – Housing Services Officer

	Criteria
	Essential / Desirable

	· Educated to Higher grade or equivalent
	E



	· Ability to work effectively as part of a team


	E

	· Excellent IT skills using MS Office packages and housing software for reporting and analysis


	E

	· Excellent organisational skills with the ability to deal with a large and varied workload


	E

	· Excellent communication, interpersonal and negotiating skills 


	E

	· Experience of dealing with rent arrears


	D

	· High level of customer awareness with a strong customer focus


	E

	· Experience of performance reporting


	D

	· Knowledge of the Scottish Social Housing Charter and its requirements


	D

	· Experience of managing third party contracts 


	D

	· Commitment to continuous improvement


	E

	· Flexible and adaptable approach to changing demands of the business and working hours


	E



IN CONFIDENCE

APPLICATION FOR EMPLOYMENT - PLEASE COMPLETE ALL SECTIONS

	Personal Details

	Initial and Surname


	

	Address


	

	Postcode


	

	Home Tel No:


	

	Office Tel No:

(if we can phone you at work)
	

	Mobile Tel No:


	

	Email Address


	

	Post applied for:


	Housing Services Officer

	Application No:

(for office use only)


	


Please return completed forms by email to:

jennifer.morris@glenoaks.org.uk

Closing Date: 12 noon on 19 July 2022

Interviews will be held week commencing 1 August

Please note that this page will be removed from the application form prior to shortlisting.

	Secondary education (please list subjects passed)

	Subject
	Level
	Grade achieved

	
	
	

	Further education

	University / College


	Course(s) &

Main subjects studied
	Degrees, Diplomas, Certificates obtained

	
	
	

	Professional qualifications

	Name of Awarding Body
	Qualifications obtained, Membership of Professional Institution etc

	
	


	Training Courses (please give details of any relevant short courses or training undertaken)

	Course(s) undertaken
	Provider(s)

	
	

	Present or most recent employment

	Name & Address of

Employer
	Date from:
	
	Date to:
	

	
	Position held:


	

	
	Salary and other benefits/payments


	

	
	Notice required:


	

	
	Reason for leaving:


	

	Nature of post (please describe your main duties:

	


	Employment history

	Name & address of

previous employer(s)
	From

month/year
	To

month/year
	Position held, main duties and reason for leaving

	
	
	
	


Please continue on a separate sheet if necessary.

Glen Oaks Housing Association wishes to compare your experience, skills and knowledge with its requirements as detailed in the person specification. You should, therefore, try to show in the following part of the form how you satisfy these. 

	Relevant skills / experience

	Ability to work effectively as part of a team

	

	Experience of using IT for reporting and analysis

	

	Organisational skills

	

	Written & verbal communication skills

	

	Experience of dealing with rent arrears

	

	High level of customer awareness

	

	Experience of performance reporting

	

	Knowledge of Scottish Social Housing Charter 

	

	Experience of managing third party contracts

	

	Commitment to continuous improvement

	

	Flexible and adaptable approach

	

	Referees

	Please give details of two referees. They should be qualified to comment on your ability and experience for this appointment and should include a referee from your current or most recent employer.  



	Name:

Job title:

Company:

Address:

Postcode:

Email:

Tel No:


	Name:

Job title:

Company:

Address:

Postcode:

Email:

Tel No:



	Disability

	We encourage applications from disabled people.  Please ensure that you fill out the Equal Opportunities Monitoring Form, which will be kept separate from the selection process.  If short-listed, you will be asked at a later stage about any requirements for the interview.  If you wish to discuss any concerns about your disability or request reasonable adaptations in relation to the job or the selection processes please contact the Corporate Services Manager in confidence at 0141 620 2705 or email: martha.hutcheson@glenoaks.org.uk


	Availability for interview

	Are you not available at any time week commencing 1 August?



	Close relatives

	In terms of regulatory guidance, Glen Oaks Housing Association is not able to employ close relatives of Board members.  We may be able to employ relatives of staff members.  If you are related to any employee of Glen Oaks Housing Association, or anyone who has been employed in the last 12 months, please provide details below:

Are you related to any consultant or supplier of Glen Oaks Housing Association?

If yes, please provide details.



	Potential conflicts of interest

	Do you have any business commitment which makes demands upon your time or which have the potential to represent a conflict of interest with the job you are applying for?  If so, please give a brief description.



	Declaration

	I have read the guidance above and I declare that the information I have given in support of my application is, to the best of my knowledge and belief, true and complete.  I understand that if it is subsequently discovered that any statement is false or misleading, or that I have withheld any relevant information my application may be disqualified or, if I have already been appointed, I may be dismissed without notice.

Signed:                                                                       Date:  

If you have emailed the application back, you will be asked to sign it if called for interview




Notes for applicants
1. Rehabilitation of Offenders Act 1974

The Rehabilitation of Offenders Act 1974 enables some criminal convictions to become spent or ignored, after a ‘rehabilitation period’.   Excepted posts are those to which the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 applies.  You may be entitled to withhold information about convictions that are ‘spent’ under the provision of the act.  In the event of employment, any failure to disclose could result in dismissal or disciplinary action by your employer.  If selected for interview you will be required to complete a criminal convictions declaration form that will only be reviewed if an offer of employment is being made.

2. General Data Protection Regulation (GDPR)
In accordance with the GDPR, the information that you provide us with for the purposes of recruitment and selection shall be stored confidentially and disposed of confidentially after 6 months have elapsed.

3. Immigration, Asylum & Nationality Act 2006

The Immigration, Asylum and Nationality Act 2006 makes it an offence to employ anyone who is not entitled to live or work in the EU.  All applicants selected for interview will be required to provide evidence that they are entitled to live and work in the EU.  Appropriate documentation may include the original of your current passport, visa, birth certificate or any other document (or combination of documents) indicated by the Act.

Do you currently have the right to work and live in the EU?

Yes / No
                                                                                  (please delete as appropriate)
4. Confirmation of qualifications

If selected for interview you will be required to bring with you the original certificate(s) of all qualifications referred to in this application. This extends to membership of professional bodies.

Equality Monitoring Form

Information for those completing the form

Why are we asking for equality information?

We collect equality information to help us to plan and deliver effective services and to meet our legal and regulatory obligations. 

What do we do with equality information?

We use equality information for a range of purposes, including to help us to:

· protect and promote your rights and interests; 

· promote equality objectives across our services; 

· identify and address our customers’ needs, and improve our services; and

· identify and eliminate any form of discrimination.

Do you need to answer every question?

By answering as many questions as possible you will help us meet your needs better, but we provide options throughout this form to allow you to provide only the information you want to give us.  You can complete some questions and not others or you can complete parts of questions.  The form has space for you to tell us more about your needs if you want.  

We may ask for some information in other forms where this is required by law. For example, where we need to know your age if you are applying for a home as only those over 16 years old can be registered on our housing list.

How do we process your equality information?

We process equality information strictly in line with data protection law, including by:

· processing your equality data confidentially;

· restricting access only to relevant staff members;

· retaining equality information only as long as necessary; 

· sharing data only as lawfully permitted; and

· destroying data securely.

Who do we gather equality information about?

We gather equality information from:

· people who apply for a home;

· tenants;

· people who apply for a job with us;

· our employees;

· board and committee members; and

· elected members (in case of local authorities)

Additional Information 

More information to help you to complete the form is available on request from martha.hutcheson@glenoaks.org.uk
Note for job applicants – this information will be kept separately from your completed application – you do not need to provide your name    

	Name: 
	Click or tap here to enter text.


Age

Note: We may request a specific date of birth in certain forms when this is required in law. For example, we need to know the age of housing applicants as a person can only be registered on our housing list/register if the person is 16 years of age.

	What is your date of birth? (DD/MM/YYYY)
	Click or tap here to enter text.

	Prefer not to say
	☐


Alternative format:

	Please tick the band for your age:


	16 - 24
	☐
	25 - 34
	☐

	
	35 - 44
	☐
	45 - 54
	☐

	
	55 - 65
	☐
	65+
	☐

	Prefer not to say 
	
	☐


Belief or religion

Please tick the box which best describes your belief or religion from the list below?

	Buddhism:
	☐

	Christianity

	Catholic:
	☐
	Protestant:
	☐
	Other:
	☐

	Hinduism:
	☐

	Islam:
	☐

	Judaism:
	☐

	Sikhism:
	☐

	Other religion (please state what this is): 
	Click or tap here to enter text.

	No specific belief in religion (for example, atheism or agnosticism):
	☐

	Other belief (for example, humanism):
	☐

	Prefer not to say
	☐


Please use the space below to tell us about any particular requirements relating to your beliefs or religion: 

	Click or tap here to enter text.


	Please tick here if you want to discuss this matter in confidence: 
	☐


Disability

	Are you a disabled person?  
	Yes
	☐
	No
	☐


If yes, please tick the box which category you would use from the following list:

	Autoimmune: (for example, multiple sclerosis, HIV, Crohn’s/ulcerative colitis)
	☐

	Learning difficulties: (for example, Down’s Syndrome)
	☐

	Mental health issue: (for example, depression, bi-polar)
	☐

	Neuro-divergent condition: (for example, autistic spectrum, Dyslexia, dyspraxia)
	☐

	Physical impairment: (for example, wheelchair-user, cerebral palsy) 
	☐

	Sensory impairment - hearing impairment 
	☐

	Sensory impairment - visual impairment
	☐

	Other: If none of the categories above apply to you, please specify the nature of your impairment.
	☐

	Prefer not to say
	☐


Please use the space below to advise us if you have any particular requirements: 

	Click or tap here to enter text.


	Please tick here if you want to discuss this matter in confidence: 
	☐


Ethnicity 

Please tick the box that best describes your particular ethnic group: 

African 

	African, African Scottish or African British:
	☐

	Other African background (please specify):
	Click or tap here to enter text.


Asian, Scottish Asian or British 

	Bangladeshi, Bangladeshi Scottish or Bangladeshi British:
	☐

	Indian, Indian Scottish or Indian British:
	☐


	Pakistani, Pakistani Scottish or Pakistani British:
	☐

	Chinese, Chinese Scottish or Chinese British:
	☐

	Other Asian background (please specify):
	Click or tap here to enter text.


Black or Caribbean

	Caribbean, Caribbean Scottish or Caribbean British 
	☐

	Black, Black Scottish or Black British
	☐

	Other Caribbean or Black background (please specify)
	☐


Mixed groups

	Mixed or multiple ethnic group (please specify)
	Click or tap here to enter text.


White

	English
	☐

	Gypsy Traveller
	☐

	Irish
	☐

	Polish
	☐

	Roma
	☐

	Scottish
	☐

	Welsh
	☐

	Other British
	☐

	Other group (please specify your ethnic group)
	☐

	Prefer not to say
	☐


Please use the space below to advise us if you have any particular requirements:
	Click or tap here to enter text.


	Please tick here if you want to discuss this matter in confidence: 
	☐


Marriage and civil partnership  

	Are you presently in a civil partnership?
	Yes
	☐
	No
	☐

	Are you presently married?
	Yes
	☐
	No
	☐

	Prefer not to say 
	☐


Please use the space below to advise us if you have any particular requirements: 

	Click or tap here to enter text.


	Please tick here if you want to discuss this matter in confidence: 
	☐


Pregnancy and maternity

	Are you pregnant?
	Yes
	☐
	No
	☐

	Have you taken maternity or paternity leave in the past year?
	Yes
	☐
	No
	☐

	Prefer not to say 
	☐


Please use the space below to advise us if you have any particular requirements:
	Click or tap here to enter text.


	Please tick here if you want to discuss this matter in confidence: 
	☐


Sex

	What is your sex?
	Female
	☐
	Male
	☐
	Intersex
	☐

	Prefer not to say 
	☐


Please use the space below to advise us if you have any particular requirements: 

	Click or tap here to enter text.


	Please tick here if you want to discuss this matter in confidence: 
	☐


Gender re-assignment (trans/transgender)

	Do you consider yourself to be a trans person?
	Yes
	☐
	No
	☐

	Prefer not to say 
	☐


Please use the space below to advise us if you have any particular requirements: 

	Click or tap here to enter text.


	Please tick here if you want to discuss this matter in confidence: 
	☐


Sexual orientation

What is your sexual orientation?

	Bisexual
	☐

	Gay man
	☐

	Heterosexual/straight
	☐

	Lesbian/ gay woman
	☐

	Other
	☐

	Prefer not to say
	☐


Please use the space below to advise us if you have any particular requirements: 

	Click or tap here to enter text.


	Please tick here if you want to discuss this matter in confidence: 
	☐


General 

	Please mark this box if there are any issues that you want to discuss with us in confidence 
	☐


Consent

	Signature:


	Click or tap here to enter text.

	Date:


	Click or tap to enter a date.


