
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 

CIRENCESTER HOUSING  | First Floor South Wing | Cotswold District Council Offices 
Trinity Road | Cirencester  | Gloucestershire GL7 1PX 

t.01285 658377 e.contact@cirencesterhousing.org.uk www.cirencesterhousing.org.uk  

A Charitable Housing Association Mutual Society Registration No. 13733R | Registered Housing Provider No. L1444 

 
 

Your Home, 
Your Community 
 

Cirencester Housing works to provide 
affordable, safe and reliable housing 
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Dear Candidate 

Thank you for your interest in Cirencester Housing’s Head of Property Services role.  We 
sincerely appreciate you taking the time to consider joining our team. 

Cirencester Housing (CH) has been in existence since 1949 providing quality, social and 
affordable housing. We are a small association with 165 homes focusing on Cirencester Town 
and the surrounding rural communities.   

Our small staff team focus their efforts on providing an excellent service and delivering 
tangible results to customers and stakeholders. We do this by being flexible, adaptable, 
resourceful and collectively responsible to our stakeholders.  

Even though CH is small, we provide comprehensive services to our customers that are 
consistent with the best in class large social housing providers and meet the requirements of 
the Regulator of Social Housing standards. We offer additional value to our customers by 
appreciating that every situation is different and focusing on understanding and caring for our 
tenant’s individual housing needs. This means that we all respond to and assist in delivery of 
services, providing support and backup to our colleagues. 

We look for a passionate and committed individuals to work with us to achieve this. Team 
working and flexibility combined with individual proficiency are essential in delivering smooth 
operations that fulfil regulatory and governance requirements, and strategic objectives. 

We want your unique skills, knowledge and experience from life and work to positively and 
tangibly impact our customers, the team and our organisation’s purpose. We value the 
contributions, perspectives and talents of our team members, encourage and support 
professional development for all staff. 

If this opportunity to work for a small, local and customer focused housing association appeals 
to you, please do apply. 

We hope you find this pack informative about us, the role and how to apply.  Plain Sailing 
Motivation is assisting Cirencester Housing in this recruitment. Please refer to the section in 
this pack, ‘What to do if you are interested’ for more information.  

If you have any further questions after reviewing the recruitment information, please contact 
me.  

 
 
 
 
 

Sincere regards, 

Maureen Margrie 
Chief Executive 
01285 897423 
maureen@cirencesterhousing.org.uk   

mailto:maureen@cirencesterhousing.org.uk
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Our Purpose 
To provide affordable, safe and reliable housing 
with a high quality, individual service for local 
people in local communities. 

Our History 
Cirencester Housing was formed in 1949.  At the 
time the Cirencester Urban District Council saw 
the creation of a housing society as a means of 
overcoming some of the restrictions placed on 
them to build much needed houses in the 
aftermath of World War II.  

The first large development was in Shepherds 
Way, Cirencester where 42 houses and 24 flats 
were built. Further developments led to our 
Lavender Lane and Jefferies Court estates in 
1977 and 1987 respectively. Thirty-four 
properties in Vyners Close were added when the 
Cirencester Housing merged with the Corinium 
Housing Society in 1980. Further homes were 
added in Cirencester at Chester Mews, 
Southgate Mews and London Road. 

In 2011, we added 3 award winning affordable 
homes in the village of Southrop. In 2013, we 
purchased a home in Fairford to assist a local 
family in need of affordable housing. We 
subsequently developed 11 affordable homes in 
the picturesque Cotswold village of Bibury which 
opened in May 2015.  

We have 165 properties inclusive of 12 
affordable homes in North Cerney on a rural 
exception site that will be delivered in August 
2020. We are also supporting two community 
led co-housing groups and negotiating purchase 
of 12 affordable homes in Cricklade.  

Growth 

We are committed to providing affordable 
housing for local people in communities within 
Cirencester and the Cotswolds. Our CEO actively 
seeks opportunities to deliver more homes to 
deliver our purpose. 

Creating partnership opportunities is a beneficial 
way in which Cirencester Housing can grow, we 
do not believe in ‘one size fits all’ we are open to 
developing and creating new methods of 
expansion.  

We have recently agreed to a partnering 
approach with English Rural Housing to increase 
the provision of rural and village homes in the 
Cotswolds. 

 

 

 

Cirencester Housing is proud member of the 
National Housing Federation’s Rural Housing 
Alliance and has committed to the Rural 
Housing 5-star plan.  

Our Culture 
We have leveraged the uniqueness of being a 
small provider to become highly regarded for 
our work with local communities. Our corporate 
values are: 

Our small team demonstrates these values every 
day through teamwork, continuous 
improvement and alignment of our behaviours 
to our corporate values. 

 

Ensuring our tenants receive a personal 
response to their needs and issues is paramount.   
 
Results of our recent customer survey are 
encouraging, however, do indicate room for 
improvement which we are committed to 
deliver for the benefit of our tenants.

Individual 
Collaborative 

Local 
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As Head of Property Services, you will ensure delivery of high quality, outcome focused services to customers in 
line with Cirencester Housing’s values, strategy and resources. The post holder is responsible for ensuring that 
properties and service delivery are fully compliant with the relevant statutory legislation and internal policies 
while demonstrating an approach of continuous improvement.  

Principle 
accountabilities 

• Ensuring an efficient and effective delivery of property services inclusive of: 

o Responsive repairs and voids  
o Planned preventive maintenance and investment 
o Component renewals 
o Estate services management 
o Handover of new properties into operations 

• Managing and resolving customer enquiries and complaints associated with delivery of 
property services in such a manner to drive high-levels of customer satisfaction. 

• Ensuring compliance with landlord health and safety, regulatory and other 
requirements as needed, including but not limited to gas servicing, control of asbestos, 
electrical testing, fire hazards, water safety, radon and Fitness for Human Habitation 
Act 2018. 

• As all works to properties are performed by contractors, ensuring effective 
arrangements are in place to procure and manage contracts, including inspecting 
completed works and securing value for money. 

• Maintaining effective relationships with external consultants and contractors needed to 
deliver a comprehensive property service and to ensure high levels of performance. 

• Ensuring that property management systems are appropriately and effectively 
maintained so that all asset and stock condition data is accurate and in date.  

• Working with the CEO to deliver CH’s asset management strategy by identifying, 
agreeing, and delivering short to medium term operational plans.  

• Collaborating closely with the CEO and Housing Manager to ensure consistent and 
unified approach to service delivery. 

• Be the primary source of advice on property matters, maintaining a good external 
overview of the sector.  

• Play an active and collaborative role with the CEO, Board and Committees, contributing 
to the development of CH’s future plans and strategies. 

• Assisting with development of budgets; reporting and delivering on property 
investment plans in-line with agreed budgets. 

• Identifying, monitoring and responding to trends in CH’s property service key 
performance metrics. 

Additional 
management 
responsibilities 

• Ensuring effective line management of property services direct reports and any contract 
staff. 

• Having overall management responsibility for CH’s Quality and Knowledge 
Management System ensuring it is updated, maintained and effectively utilised by all 
staff. 

• Ensuring data is processed in accordance with the Association’s procedures and 
compliant with GDPR. 



 

May 2020  Page 3 

• Leading, motivating, developing and supporting all team members to display a personal 
commitment to team working and CH’s values, purpose and strategic plans in such a 
manner that is evident and transparent. 

• Undertaking an ambassadorial role, promoting the organisation’s interests and 
developing positive relations with key stakeholders. 

• Assisting with the implementation of the Business Continuity Plan. 

• Working flexibly in managing workload peaks and troughs. 

• This job description is a broad summary of the role; it does not cover every issue or task 
which may arise within the post at various times. The post-holder is expected to work 
flexibly and carry out other duties from time to time as agreed with the CEO. 

Experience and 
skills  

Ideally, you will be able to demonstrate 

• Prior experience of delivering property management services for or with registered 
housing providers. 

• HNC or HND in Surveying, Property & Maintenance, equivalent degree or 
demonstratable technical experience in residential building and repairs surveys. 

• Experience of managing and monitoring, and good technical knowledge of Landlord 
Health and Safety legislation.  

• Demonstratable achievement of developing operational plans to deliver strategic 
targets. 

• A proven negotiator and experience of managing external parties and stakeholders. 

• Proven line management skills. 

• Desirable: Professional qualification (RICS / CIOB) 

You will need to be 

• Trustworthy  

• Empathic, calm and patient 

• Respectful 

• Reliable 

• Professional 

• Committed to excellence in customer service 

• Committed to equality, diversity and inclusion 

• Have a UK driving licence and car with insurance for business purposes, or other means 
of transport to visit Cirencester Housing properties 

ICT systems in 
use by 
Cirencester 
Housing 

• Microsoft Office365  

• MS Teams and SharePoint 

• MS Visio 

• Castleton Community Housing Management System  

• Sage Accounting  

Particulars Reporting to Chief Executive 

Line Management of Property Services Coordinator 

Budget responsibility Approximately six contractors with an annual spend of £350,000 

Place of work Cirencester Housing, Cirencester GL7 1PX 

Salary £20,000 to £22,000 per annum 
(pro-rata based on annual salary of £46k to £50.5k) 

Hours 70 hours per month  
(Fulltime employees work 37 hours per week) 
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If this role excites you please submit your application by email to 
sarah@plainsailingmotivation.co.uk and info@plainsailingmotivation.co.uk by 9am 
Monday 15th of June consisting of: 
 

• A supporting statement (no more than 2 pages) consisting of: 
o why you are particularly suited to successfully deliver the role 
o why you are interested in this role 
o your earliest available start date or notice period 

• A current CV including full contact information 
 
Following an initial review of applicants, we will contact those whom we may be interested in 
for a phone interview.  
 
If you are invited for a video interview, we will ask you to prepare for the interview by: 
 

• Completing a Motivational Map® assessment (approximately 10 minutes) 

• Preparing and presenting a response to questions that relate to delivery of the role. 
These will be provided to you at the time we confirm the interview. 

 
You may be asking, what is a Motivational Map® assessment? Unlike personality tests, this 
tool enables us, and, importantly you, to understand what motivates you and ensure this job 
has the potential to give you what you need to be motivated.  You will be given your 
Motivational Map® report regardless of the outcome of your interview as a thank you for the 
time you have invested.   
 
Cirencester Housing’s schedule for this process is as follows: 
 

Closing date for receiving applications  
(CV with supporting statement) 

9am, Monday, 
15 June 2020 

Phone interviews (20 to 30 minutes)  16 to 18 June  

Invitations to interview 19 June 

Video Interviews 25 and 26 June  

 
We look forward to receiving your application.   

mailto:sarah@plainsailingmotivation.co.uk
mailto:info@plainsailingmotivation.co.uk
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The following is for information only and is not to be construed as contractual in nature.   

1 Payments 

Cirencester Housing pays employees monthly on the 20th into their designated bank account. 

2 Parking and Use of Vehicle 

Parking is available at the office. We reimburse employees for use of their car for company 
business at the government approved mileage rates.  

3 Working Hours & Location 

Full time employees work 37 hours per week, with some flexibility on start and finish times.  
Monday is dedicated to responding to customer service queries. When working more than 6 
hours/day, we recognise that it is important to take a minimum 30-minute unpaid lunch break 
and ask all our employees to do so.  

Offices of Cirencester Housing are located: First Floor South Wing, Cotswold District Council 
Offices, Trinity Road, Cirencester, Gloucestershire GL7 1PX, and has been set-up to maintain 
appropriate social distances and cleanliness.   

We are enabled for remote working. 

4 Personal and bank holidays 

Employees holiday leave (personal, public and bank holidays) are pro rata based on their 
contract hours.  Personal holiday leave runs from 1 April to 31 March of each year. A full-time 
team member receives annual leave entitlement for each full year of service as follows:   

First 2 years of employment 25 days 
After 2 years’ service  27 days 
After 5 years of employment 30 days 

Public and bank holidays are additional to these days and staff are paid their normal basic 
remuneration during such holidays. Personal holiday is accrued on the basis of hours worked.   

5 Wellbeing & Sick Pay 

In accordance with our values, we are committed to supporting the team’s wellbeing.  
However, we recognise that we all have periods when we cannot work due to sickness.   

All employees are entitled to statutory sick pay (SSP) providing they have earnt in excess of 
the Lower Earnings Limit, which is £118 per week before tax.  

Cirencester Housing operates an enhanced occupational sick pay (OSP) for employees at its 
absolute discretion.  Employees must comply with appropriate policies to be eligible for OSP. 

OSP payments are cumulative within a rolling 12-month period and will be paid at basic rate 
of pay less the amount of any SSP applicable. Sick pay qualifying days are those which you are 
normally required to work. OPS payments to employees are as follows: 
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Following completion of the probationary period, 4 weeks full salary in any twelve-
month period 
2 to 5 years’ service: 8 weeks full salary in any twelve-month period 
Over 5 years’ service: 10 weeks full salary in any twelve-month period 

6 Pension  

A key benefit of employment with Cirencester Housing is our pension contribution into the 
Scottish Widows Stakeholder Pension and a Salary Exchange scheme. This is a defined 
contribution scheme. 

For information on the salary exchange scheme please refer to: 
http://www.scottishwidows.co.uk/corporate/employers_and_trustees/salary_exchange.html  
 

Autoenrollment minimum contributions for Cirencester Housing which comply with the 
Government requirements are included in the administration of our scheme. Unless notified 
otherwise by receipt of an opt out form, the pension administrator will automatically enrol 
new employees through the salary sacrifice scheme.  

We very much encourage and want to support our employees to save for retirement, and 
as such, we offer enhanced pension contributions for all employees who have more than 6 
months service. This means we will match your contribution 1.25 to 1 up to the percentage 
of your contract salary noted below. Employees can choose to contribute more to their 
pension up to the maximum allowed by the government.  

Length of employment Employee contribution Employer matching 
contribution 

Start to 6 months (Statutory) 5% 3%  

Following 6 months of employment an enhanced defined contribution pension offering 1.25% 
match of the employee’s contribution to a maximum percentage of: 

6 months to 2 years 5% to receive maximum 
employer match 

6% 

Greater than 2 years 8% to receive maximum 
employer match 

10% 

 

7 Employee Assistance Programme 

Cirencester Housing is committed to maintaining a positive and harmonious working 
environment, where everyone is able to make a full contribution to the best of their ability.  
Our people are our greatest asset, and we recognise that our organisation’s success depends 
on your wellbeing, dedication and commitment. As such, we provide an independent, 
professional employee assistance programme for you and your family to access information, 
advice and counselling covering a variety of personal, family or workplace issues. 

8 Training and development 

As part of your personal development programme, you and your line manager may identify 
additional training and development activities. Such opportunities may be planned into your 
work activity with the associated fees and costs paid for by Cirencester Housing. 

http://www.scottishwidows.co.uk/corporate/employers_and_trustees/salary_exchange.html

