
Applications for Employment

1.0 Introduction

1.1
Easthall Park Housing Co-operative is a Registered Social Landlord and was formed in 1992 to improve housing conditions in the peripheral area of Easterhouse in Glasgow.  We have evolved through major community regeneration and a stock transfer from Glasgow Housing Association.

1.2
The Co-operative owns 694 properties and provides a factoring service to 54 owner-occupiers in the Easthall and Kildermorie communities in Easterhouse..

1.3
The Co-operative has a healthy mix of tenement and main door properties in the area, although these are manly three and four apartment properties.

1.4
The Co-operative has recently celebrated its 30th anniversary year and we pride ourselves in our achievements in housing regeneration, local, high quality and responsive services, and being more than a landlord working in partnership with Easthall Residents Association. The Co-operative’s achievements have been recognised through an array of external accreditations, which clearly demonstrate we have achieved our vision of ‘Making a difference to our Community’.

1.5
Easterhouse is a very deprived area and our communities in Easthall and Kildermorie are well within the worst 10% most deprived areas in Scotland based on the Scottish Indices of Multiple Deprivation.  The Co-operative recognise the need to improve our tenants and other residents’ quality of lives, particularly during the cost of living crisis.

1.6
The Co-operative has recently undergone a period of strategic review, where the outcome of a strategic options appraisal was to ‘stay independent’ and we will continue to provide a local service and meet the needs of our tenants and communities for many years to come.

1.5
The next stage of our strategic review of our business will be to re-set our business plan 2023-26 and commence a staff structure review.  The Property Services Officer’s role will not be affected in the review of the staff structure.

1.6
We have a positive culture with our values being:

· People Focussed

· Excellent customer focussed

· Equality & Fairness

· Community Focussed

1.7
We value our small staff team and the difference they make in their work, service and engage with tenants and others to achieve positive outcomes.  We have a positive working environment, where our staff display a positive energy, commitment and teamwork ethic to support each other and achieve in their work and performance.

2.0 Post of Property Services Officer 
2.1
The post will be based in our office at the Glenburn Centre, 6 Glenburnie Place, G34 9AN.  The hours of work are 35 hours per week and there is flexi-time working arrangement. 

2.2
The Co-operative is a full member of the Employer in Voluntary Housing (EVH) and operated salary scales and conditions of service, which have been agreed by EVH on behalf of member organisations and the Unite Union.

2.3
The terms and conditions for the Property Services Officer are as listed:

i. The salary for this post is EVH Grade 7 (£40,635 to £44,619)

ii. 40 days leave per annum (15 days are public holidays);
iii. Contributory salary pension scheme is currently available; and

iv. Flexi-time working is in place.
3.0 Recruitment Process

3.1
We hope that the information provided to you for the post of Property Services Officer and details about our Co-operative will now encourage you to now apply for this post.

3.2
You should provide the following information to apply for this post:

i)
Completed Application Form

ii)
Completed Equal Opportunities Monitoring Form

You should not provide your C.V with your application

3.3
Your application can be e-mailed to recruitment@easthallpark.org.uk .  We would ask for all applications to be sent electronically to the above e-mail address and you should ensure they are sent prior to the closing date.  Any applications received after the closing date will not be considered.
3.4
If you are invited for interview for this post we will arrange to view and copy your qualifications.  References will only be requested if you are offered the position.  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. 

Please do not include copies of your qualifications or references with your initial application.

3.5
The job description aims to outline the key requirements of the post and the person specification lists the minimum essential and desirable requirements for the post.  When shortlisting for interview, the interview panel will only consider the information contained within your application form and assess this against the agreed person specification 

3.6
The interview panel will not make any assumptions about the nature of your experience, skills or knowledge based on the list of job titles of your current and previous jobs in their assessment of your application form.  It is for you to use the space provided throughout the form to comprehensively detail your previous experience and relate this to the job description and person specification.  As well as paid employment you may also wish to include any voluntary work or any other life experience or skills you can bring to the post and Co-operative.

3.7
Your application form is the start of your relationship with the Co-operative and its content and quality will demonstrate your dedication to be successful in this post and work for the Co-operative.  It is for these reasons that you should ensure your application is legible and provides relevant and comprehensive information to give you the best possible opportunity of securing this post.

3.8
If you are related to any members of staff, consultants, contractors or suppliers to the Co-operative – this should be clearly shown on the relevant part of the form.  This will not necessarily be detrimental to your application.

3.9
If you are shortlisted for interview we will ensure you are given reasonable notice for the date of your interview.  The interview panel will set questions based on the job description and person specification to ensure they can appoint the candidate with most suitable experience, knowledge, personal attributes and skills to excel in this role.

3.10
The award of employment may be subject to a satisfactory outcome to a Disclosure Scotland check and completion of a health questionnaire.

3.11
Easthall Park Housing Co-operative aims to be an equal opportunity employer and is committed to diversity in employment.   If you feel that there is anything specifically that you need from us, or you wish an informal discussion with us then you may contact Malcolm Finnie, Temporary Maintenance Manager on 0141 781 - 2277.

3.12
The closing date for receipt of your application is 12 noon on Friday 30th May 2025.
3.13   Shorting of applications are scheduled for week beginning Monday 2nd June 2025. 
3.14    Interviews are scheduled for week beginning Monday 9th June 2025.
	EASTHALL PARK HOUSING ASSOCIATION LTD.
APPLICATION FORM 
POST APPLIED FOR: Property Services Officer – Grade 7
	[image: image1.jpg]Eqs’rhqli Pg rE

HOUSING ASSOCIATION

A great place to live















	PERSONAL DETAILS



	Surname:  
	Initials(s):  
	National Insurance No:



	Address:
	Telephone (Home) 



	
	Telephone (Business)

	
	

	REFEREES

	Name, Address and Occupation of two referees. They should know you in a work capacity, if previously employed

One of the referees should be your current or most recent employer

Please tick the box if you have any objections to a referee being contacted prior to interview.

	1. Name and Address of Referee:  


	2.  Name and Address of Referee:



	Phone No:  
	Phone No: 

	Occupation:


	
	Occupation


	


	SCHOOL EDUCATION

	List all certificates at their highest level only. Continue on a separate sheet if necessary.

	
	Subject
	Level and Result
	
	Subject 
	Level and Result

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	FURTHER EDUCATION



	List all Colleges, Polytechnics or Universities attended (give details of examinations taken and results awarded or awaiting). Non-UK educated applicants please specify country where study took place.



	College/

University
	Dates
	Study Method
	Qualifications Obtained, Grades

Major Subjects 

Studied
	Date 

Awarded/

Anticipated

	
	From 
	To
	F/T
	P/T
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	MEMBERSHIP OF PROFESSIONAL INSTITUTES

	Name of Institute
	Current Status
	Date Awarded

	
	
	


	PRESENT EMPLOYMENT

	Do we have permission to contact your current employer prior to interview?   

	Name and Address of Employer:


	Date employment commenced:



	
	Present Salary and Benefits:



	Position Held:
	Notice Required:

	Duties and Responsibilities:




	PREVIOUS EMPLOYMENT (List in order, with most recent employer first)



	Continue on separate sheet if necessary.

	Dates
	Name and Address of Employer
	Position Held and Nature of Duties
	Reason for leaving

	From 
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	EXPERIENCE SKILLS AND TRAINING


	Please describe your interest in this post and organisation and set out experiences, skills and qualities you will bring to the post.

(Continue on a separate A4 sheet if necessary)

	


	GENERAL INFORMATION



	Do you have any voluntary work or public service commitments or any relevant experience, 

which you wish to draw to our attention?

	

	Do you have any private business commitments? If so, please provide a brief description

	


	We are committed to being an Equal Opportunities Employer.  If you have a disability as defined in the Equality Act 2010, are there any arrangements that would assist you in attending an interview? Please provide details below.

	
	


	ADVERTISMENT SOURCE

	Where did you see this vacancy advertised?     

	


PERSON SPECIFICATION

The Co-operative wishes to compare your experience, skills and knowledge with its requirements.  You should therefore, try to show in the following part of the form how you satisfy these. This does not have to be from paid work, but can be from other experience. The Selection Panel will consider candidates who do not meet all the requirements therefore please complete all sections as appropriate.

	Essential / Desirable Criteria


	How You Satisfy the Criterion

	HND, HNC in Building/Quantity Surveying/Construction Management or relevant industry experience working within social housing sector.
	

	Experience in the delivery of Maintenance related services relating to domestic properties.

	

	Track Record in Performance Management and Quality Control of Contractors relating to Maintenance services.

	

	Experience in procurement within social housing sector.


	

	Excellent IT and numeracy skills including proficiency in MS packages and bespoke operational databases. With experience of SDM housing management software or similar housing and repairs software. Experience in raising jobs/complaints, completing invoicing and creating reports and analysing data.


	

	Experience in supervision of Maintenance operatives (internal and external contractors) 

	

	Experience of working in an environment where there is a strong commitment to the delivery of excellent customer services.


	

	Flexible in approach to work and ability to plan and prioritise workloads to effectively manage conflicting priorities.


	

	Track record of contract administration with Contractors for reactive repairs, planned and cyclical works.

	

	Ability to demonstrate knowledge of Asset Management and how these impacts on stock condition and programmes of component replacement works.

	

	Ability to demonstrate knowledge of Health and Safety when delivering repairs services in occupied and void properties.

	

	Experience in coordination of medical adaptations from receival of referral through to survey, installation and inspections


	

	Ability to demonstrate knowledge of legal requirements relating to areas of compliance within social rented properties (Tenant Safey Compliance), e.g. Gas, Fire Safety, Asbestos, Damp and Mould etc.


	

	Experience of construction processes 


	

	Experience of building defects and rectification and remedial works


	

	Excellent knowledge of current Building and Planning Regulations, CDM Regs 2015, Working at Height Regs 2005, CAR 2012, HASAWA 1974 and all relevant statue

	

	Ability to demonstrate knowledge of the regulatory requirements for maintenance services in social housing including SHQS, Net Zero and EESSH.


	


NOTE TO ALL APPLICANTS

In accordance with the Immigration, Asylum and Nationality Act 2006, if you are invited to attend an interview you must provide your current passport or an original document which states your National Insurance Number e.g. P45, P60, Payslip or a National Insurance Number Card, together with birth certificate.
GENERAL DATA PROTECTION REGULATION (GDPR)

The information that you provide on and with this form will be held and processed by Easthall Park Housing Co-operative for the purpose of recruitment and selection. This may include verbal or written references that we may obtain from any referees provided and which you consent to the Co-operative obtaining and disclosing, by submitting your application.
DECLARATION (Read Carefully)

I certify that all statements given by me on this form are true and correct to the best of my knowledge. I realise that if I am employed and it is found that such information and all other documents associated with the recruitment and selection process are false and that I have withheld information, I am liable to dismissal without notice.

I am not related in any way to a committee member of the Co-operative.


I am not related to any member of staff, consultant, contractor or supplier of the Co-operative.

Signed        
Date


Returned applications to be received no later Friday 30th May 2025 at 12noon.
Information for Applicants - Processing and Storage of Your Sensitive Personal Data

Easthall Park Housing Co-operative is endeavouring to operate as an equal opportunities employer.  It is part of our policy to ensure that there shall be no discrimination on the grounds of race, colour, nationality (including citizenship), ethnic or national origins, religion, social background, disability, marital status, gender, age or sexual orientation.

We are committed to eliminating discrimination from our employment practices.  We will take steps to ensure that candidates are recruited, trained and promoted on the basis of ability, the requirements of the job and the need to maintain an efficient and effective service. 

The personal information provided within your application form will be handled and used by us in accordance with our Data Protection Privacy Policy which you can find on our website. By submitting your application form to us, you accept the content of our Data Protection Privacy Policy about how we will process your information.

Please note that the optional Equal Opportunities monitoring form will not be shown to the shortlisting panel. The Equal Opportunities monitoring form will be removed for monitoring purposes before shortlisting by a non-panel member and will not affect the consideration of your application.    
