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WHITE HORSE HOUSING ASSOCIATION
APPLICATION FOR EMPLOYMENT
All information will be treated in strictest confidence.

	POST TITLE:  


	Where did you see the post advertised?

	

	Closing date for applications:  


PERSONAL DETAILS

	Surname:  
	Title:  MR/MRS/MISS/MS:
	
	

	Forename (s):
	
	

	Address: 
	

	
	

	
	

	Postcode:
	                                               

	Date of Birth:                      
	

	Home Telephone Number:
	Work Telephone Number:

	
	

	Do you own a car or other vehicle which could be used in the course of your work?


	YES/NO

	Do you hold a full U.K. driving licence without any endorsements?
	YES/NO

	
	

	STATE OF HEALTH
	

	Please indicate number of days off for illness in the past two years:
	

	Have you had any serious illness in the last five years?
	YES/NO

	If yes, please briefly outline the nature of the illness:


	


EDUCATION

	From
	To
	School, College, University
	Certificates, Degrees, Diplomas obtained



	
	
	
	


PROFESSIONAL AND/OR JOB RELATED TRAINING

	From
	To
	Institute/Course
	Job Qualifications obtained



	
	
	
	


	Leisure interests - including membership of clubs and societies. (Please note any offices held in these organisations).




	Reasons for applying for this post.




EMPLOYMENT HISTORY (in chronological order)

	Dates

From              To                      
	Name of Employer


	Position held/Summary of duties
	Reason for leaving

	a)  Present or Last Employer


	
	
	

	Notice required:

	b)  Previous        

     Employers


	
	
	


	Please use this section to tell us how your skills, knowledge and experience will make you a good candidate for this post?


	

	Are you related to any current member of staff or member of the Board?

	YES/NO

	If Yes, please give details:



	
	


	Applicants for posts other than clerical and administrative appointments are asked to provide a separate concise statement setting out their ideas on how they would approach the responsibilities of the post.  This will form a substantial element of the assessment of the suitability of applicants for the post.  For some posts other objective and practical techniques will be used to test the skills and abilities of the applicants during the selection process.




REFEREES

	The names and addresses of two referees are requested who have recent knowledge of the applicant and who can comment authoratively upon the competence and experience of the applicant in relation to the post for which application is being made, i.e. character references are not on their own sufficient.  One of the referees should, if possible, be a recent or current employer or, if appropriate, a tutor.  A reference from your present employer, if appropriate, will be required but they will not be approached without your permission.  References will normally be taken up prior to interview unless you specifically request us not to do so.



	Name:
	Name:

	Address:
	Address:

	
	

	
	

	
	

	
	

	Postcode:
	Postcode:

	Telephone number during office 

hours:
	Telephone number during office 

hours:

	MAY WE APPROACH YOUR REFEREES INCLUDING YOUR PRESENT 

EMPLOYER?                                                                                                              YES/NO


	I confirm that to the best of my knowledge the information given on this form is true and correct and can be treated as part of any subsequent contract of employment.  If I am appointed personal information about me may be computerised for personnel/administration purposes.

	

	 Signed:   .............................................................................  Date:  ..........................

	

	NOTE:
Applicants may be disqualified if it should become apparent that false answers have knowingly been provided at any point.

	


WHITE HORSE HOUSING ASSOCIATION LIMITED

CONFIDENTIAL  (Please read overleaf before completing)

Please help White Horse Housing Association monitor its equalities policies and prevent unfair discrimination by answering ALL of the following questions, ticking the appropriate box.

NAME (BLOCK CAPITALS):  
_____________________________________________________                                                                         

POST TITLE:



1.
I would describe my ethnic group as:-

	
	
	
	Black-Caribbean
	
	
	
	 India
	
	
	
	Chinese

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	Black-African
	
	
	
	Pakistani
	
	
	
	Irish

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	Black-British
	
	
	
	Bangladeshi
	
	
	
	White

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	Black-Other _________
	
	
	
	Other _________
	
	
	
	

	
	
	
	
	
	
	
	 (Please specify)
	
	
	
	


	2:
	I am:-
	Male
	
	
	Female
	
	
	


	3.
	I am:-
	under 20 years 
	
	
	30-39 years
	
	

	
	
	
	
	
	
	
	

	
	
	20 - 24 years
	
	
	40 - 49 years
	
	

	
	
	
	
	
	
	
	

	
	
	25 - 29 years
	
	
	50 years +
	
	


4 a:
Do you consider yourself to be a disabled person?

	
	
	Yes
	
	
	No


4 b:
Do you consider yourself to have a disability which affects your ability to do normal daily tasks?

	
	
	Yes
	
	
	No


PLEASE READ THIS BEFORE ANSWERING THE QUESTIONS OVERLEAF

This form seeks information on a range of issues covering gender, race, age and disability.  As the Disability Discrimination Act contains definitions of what is meant by “disability” or a “disabled person” and “substantial adverse effect” the following notes should help you to complete the answers relating to disability.

Defining a disabled person:  a person has a disability if he/she has a physical or mental impairment which has a substantial and long-term adverse effect on his/her ability to carry out normal day-to-day activities.  People who have had disabilities in the past are included.

Impairment:  it covers physical and mental impairment (excluding mental illness and behavioural problems) including learning disabilities and hearing and sight impairments.

Substantial adverse effect:  something which is more than a minor or a trivial effect and is beyond the normal differences in ability which exist among people.

Long-term effect:  of an impairment is one which has lasted or is likely to last for at least 12 months or for the rest of the life of the person.  Therefore, loss of mobility due to a broken leg which is likely to heal within 12 months or a long term illness which a person is likely to recover from within 12 months are not included.

Substantial effects of a disability which has ceased but is expected to recur at least once a year, for example rheumatoid arthritis or epilepsy, are included in the definition.

Normal day-to-day activities:  are those carried out by most people on a fairly regular and frequent basis.  It does not include activities which are normal only for a particular person or group of people such as playing musical equipment or sport to a professional standard or performing skilled or specialist tasks at work.

An impairment has a substantial adverse effect if it affects:

· mobility

· manual dexterity

· physical co-ordination

· continence

· ability to lift, carry or otherwise move everyday objects

· speech, hearing or eyesight (excluding people who wear spectacles)

· memory or ability to concentrate, learn or understand

Severe Disfigurement:  is covered by the Act.  People do not need to demonstrate that the impairment has a substantial adverse effect on their ability to carry out normal day-to-day activities.

Progressive Illness:  such as cancer, multiple sclerosis, HIV infection and muscular dystrophy are covered from the moment the condition leads to an impairment which affects day-to-day activities.

Access Requirements:  these may include, for example requirements relating to physical accessibility of the workplace, accessibility to information different forms etc.
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White Horse Housing Association

Thank you for your enquiry regarding a job vacancy with White Horse Housing Association.

In order to progress your application further you will need to complete an Application Form and the enclosed declaration.  This information sheet has been designed to help you do this, as well as provide you with an outline of the Conditions of Service, Salary and the Equality and Diversity Policy operated by the Association.

COMPLETING YOUR APPLICATION FORM

Step 1
A job description and person specification for the vacancy you wish to apply for has been enclosed with this form.  These will detail the purpose of the job, who you would report to, and the main duties and responsibilities.


Read this carefully, noting any experience, skills and abilities required.  Then tell us about those which you possess which you feel are relevant.  Any relevant experience gained outside of paid employment may also be of value, so it’s worth giving thought to this too.

Step 2
Include the above information on your Application Form.  Set facts out concisely.  When outlining your skills and abilities, try to substantiate your statement with examples and evidence.

Step 3
Check that the information is in a logical order and that it says all you want to say.  Provided the information is set out clearly, it is not necessary for it to be typed.  Your application form is all we have to go on, so please ensure that you provide all the relevant details.

Step 4
Please ensure that your Application Form is returned by the closing date shown in the job advertisement.  Applications received after that date will not normally be considered.  You may find it useful to keep a copy of your completed Application Form.

NOTIFICATION OF OUTCOME OF APPLICATION

Applicants who have not been selected for interview will be informed, however, if you have not heard from us within three weeks of the closing date for this position, then please assume that you have not been selected for interview.

GENERAL INFORMATION FOR APPLICANTS

Pre-Employment Checks

References will either be taken up in writing prior to interview or for the successful candidate after interview.  In any event, any offer of employment is subject to appropriate satisfactory references being received.

Terms and Conditions of Employment

Any written offer of employment will be accompanied by details of the Association’s Standard Terms and Conditions of Employment.  The following outlines some of the basic terms.

Probationary Period

New appointments to the Association will be subject to the satisfactory completion of a trial period of six months.

Salary

The salary for the post is as advertised.  Salary is paid on the 25th of each month by Bank Transfer.

Hours of Work

The standard office based working week for the Association is a five day 37 hour week – 9.00am to 5pm Monday to Thursday and 9.00am to 4.30pm on Friday.

Car/Car Mileage

Mileage is paid in accordance with the Inland Revenues Fixed Car Profit Scheme.

Annual Leave

An initial 25 days leave entitlement per year (rising to a maximum of 30 days in subsequent years) to be taken at dates compatible with the duties of the post.  The annual leave year runs from your start date.

Pension

The Association is a member of the Social Housing Pension Scheme.  All employees are invited to join the scheme.
Notice Period

Employees must give the Association at least 1 calendar months’ notice of their intention to end their employment.  Permanent employees would normally be entitled to receive a minimum of 1 calendar months’ notice of the termination of their contract except in the case of disciplinary action.

Sickness Absence

The entitlements during any absence due to sickness or injury are as follows:-

· During 1st year of service, 2 weeks full pay and 2 weeks half pay pro rata.

· During 2nd year of service, 1 months full pay and 1 months half pay pro rata.

· During 3rd year of service, 2 months full pay and 2 months half pay pro rata.

· After 3 years’ service, 3 months full pay and 3 months half pay pro rata.

Maternity Pay

Statutory maternity pay will be paid to qualifying staff.

Equality and Diversity

The Association is committed to achieving equality of opportunity in employment and its Equality and Diversity policy is intended to ensure that equality of opportunity exists in its recruitment process and that appointments are made on merit.

Individual Needs of Applicants

Some applicants may have individual needs in relation to the selection and interview process and every effort will be made to accommodate these.  You are encouraged to identify any assistance or adaptations which would assist in undertaking the job applied for.

Training and Development

The Association is committed to providing an efficient, effective and appropriate service to the community which it serves and will ensure that its staff have the necessary skills and knowledge to achieve this goal.

No Smoking

The Association does not allow smoking in any of its offices.

Relocation Package

The Association does not offer a relocation package.

These details are provided for the general information of applicants and are not deemed to form part of the contract of employment.
WHITE HORSE HOUSING ASSOCIATION LIMITED

JOB DESCRIPTION

JOB TITLE: 


CUSTOMER SERVICES ADVISOR 

RESPONSIBLE TO:  
Operations Manager

PURPOSE OF POST: 
To provide clerical support to all staff and customer 




services advice to all tenants.

________________________________________________________________

MAIN TASKS

1.
Reception Duties

a)
Act as first point of contact for the Association, answering telephones and receive callers in a courteous and efficient manner, dealing with enquiries where possible, taking accurate messages, and referring calls or visitors to the appropriate person.
2.
Customer Services Duties

a) Deliver a high quality, professional and tailored customer service 

to tenants using a range of communication methods.

b) Deal with enquiries from tenants on management and maintenance issues liaising with other members of staff and Contractors as appropriate, and to resolve issues at the first point of contact. 

c) Provide advice and assistance to tenants on a wide range of topics liaising with other members of staff as appropriate.

d) Log responsive maintenance requests from tenants on the Association’s computer system and ensure they are reported to the relevant contractor.

e) Taking rent payments via Call pay.

f) Assist with arranging the Tenant’s Voice Scrutiny Panel, Tenant Feedback Group meetings and other tenant involvement events

g) Assist with tenant’s satisfaction and other surveys, both by post and on the telephone.

h) Manage the Associations housing waiting lists and ensuring that stock in individual Parishes is publicised.
3.
Clerical Duties

a) To maintain filing systems accurately – either in paper or electronic format - and keep them up-to-date, ensuring that they are accessible to others.

b) To open post, record and distribute, frank and post outgoing mail, ensuring that postage rates are appropriate.

c) Maintain a supply of postage stamps through petty cash as required.

d)
To assist with the preparation of rooms for meetings and clear 
afterwards.

e)
To prepare refreshments as appropriate.

f)
Photocopying as required.

g)
Data inputting onto the Association’s computer systems.

h) To assist with the preparation and dispatch of agenda papers for all Committee meetings.

i) To order stationery and domestic supplies.

j) To maintain the first aid box and ensure that the accident book is maintained accurately.

4.
General

a)
To comply with the Association's Equal Opportunities Policy and with relevant Health & Safety legislation.

b)
To ensure compliance with Standing Orders.

c)
To attend training courses and seminars appropriate to this post. 

d)
To carry out any other duties, as requested by the Operations Manager, consistent with the post.

d) Co-operate with and assist other staff in mutual provision of cover during busy periods, holidays and sickness. 
PERSON SPECIFICATION

JOB TITLE:

Customer Services Advisor
REPORTS TO:
Operations Manager
	Attributes
	Essential
	Desirable

	Education and Qualifications
	Good general education – at least Maths and English GCSE grade C or above. 
	· 
	

	
	Customer Services/Administrative qualification
	
	· 

	
	Experience of a social housing organisation
	
	· 

	Skills
	Excellent communication skills, both oral and written 
	· 
	

	
	Keyboard skills with the ability to use database / MS office 
	· 
	

	Experience
	Proven experience of working in an administrative setting
	· 
	

	
	Experience of team working and developing relationships 
	· 
	

	
	Experience of dealing with a diverse range of customers 
	· 
	

	
	Experience of maintaining manual and computerised filing systems 
	
	· 

	
	Experience of working in a pressurised environment 
	· 
	

	Personal Attributes
	Customer Focus
	· 
	

	
	Effective Communication
	· 
	

	
	Team Working
	· 
	

	
	Stress Management
	· 
	

	
	Problem Solving
	· 
	

	
	Achieving Results 
	· 
	

	Other
	Commitment to Equal Opportunities 
	· 
	


�MAINTENANCE MANAGER


(Full time – 37 hours per week)


Salary up to £35,000 (dependent on experience) plus benefits.


White Horse Housing Association owns and manages over 360 homes throughout Wiltshire, Swindon and East Somerset and has plans to develop a further 50 homes over the coming years. 


We are looking for a dynamic individual with a passion for excellence in maintenance services to take on this demanding, but rewarding role. You will have wide-ranging responsibility for the management of our responsive repairs service, cyclical maintenance programmes and planned major works, as well as helping to deliver our ambitious development programme.  Specifically, you will be responsible for:


Leading the delivery, development and implementation of all maintenance services,


Ensuring our tenants receive exceptional customer care,


Successfully manage all major works programmes, ensuring they are delivered safely, effectively and prioritised accordingly,


Ensuring the repairs and maintenance service complies with Health and Safety regulations, 


Providing effective management of our maintenance contractors. 


Reporting directly to the Chief Executive, the successful candidate will be part of a small, friendly team dedicated to providing the highest quality service to our customers.  


Benefits include: Casual Car User Allowance, 25 days Annual Holiday and Contributory Pension Scheme. Location: Lowbourne House, Melksham, Wiltshire.


Closing date: 2 March 2018;	     Interview Date: w/c 12 March 2018.


To request an application form and information pack please e-mail � HYPERLINK "mailto:info@whitehorsehousing.co.uk" �info@whitehorsehousing.co.uk�  


We are committed to Equal Opportunities and welcome applications from all sections of the community.








