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RECRUITMENT PACK
TENANT ENGAGEMENT OFFICER
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Closing date: 14th November 2024 (12 noon)

Interview date: 19th November 2024












Welcome 

Thank you very much for your interest in Cunninghame Housing Association (CHA). We are a Registered Social Landlord (RSL) with over 3,500 social homes for rent across North and East Ayrshire and Dumfries and Galloway. CHA recognises its staff are fundamental to fulfilling the strategic aims and supporting the core values of its business.

Cunninghame Housing Association is the first Housing Association in Scotland (with more than 50 employees) to be awarded Investors in People Platinum, Investors in Young People Gold Accreditation, and Investors in People Health & Wellbeing Good Practice Award.  Committed to “Making our Communities Better Places” we are looking to recruit highly motivated individuals to join our team.   Cunninghame Housing Association are now looking to recruit an experienced and highly motivated individual to oversee the management and delivery of the Tenants Participation service.

If you believe this is the role for you, we encourage you to apply! 



Best wishes
CHA Recruitment Team



























The Recruitment Pack 

Thank you for your interest in the above vacancy with Cunninghame Housing Association (CHA). 

Please find enclosed the following information in the recruitment pack: 

1. Job description
1. Person specification
1. Summary of the terms and conditions of employment with CHA

Visit https://www.cunninghame-housing.org where you will find a broad range of information about who we are and what we do. 

The Application Process
Cunninghame Housing Association advertises all its vacancies on our website – Cunninghame-Housing-Vacancies (current-vacancies.com)  We have an online Job Portal that all potential job seekers can sign up to and apply for any vacancies that arise within the Group of Companies.  All applications are submitted via this online portal and candidates can monitor the progression of their application on here as well.

Please note that it is your responsibility to ensure we receive your application before 14th November 2024 (12 noon). All applications will be acknowledged. 

If you have any questions on this please email hr@chaltd.org or call Emma McIsaac, HR Administration Assistant on (01294 608 164).

Interviews 
Interviews will take place on 19th November 2024 at Cunninghame Housing Association’ Head Office, Marina Quay, Dock Road, Ardrossan, KA22 8DA.   

A basic disclosure check will be required of the preferred candidate.

Data Protection 
Understand how we will use your personal data, Cunninghame Housing Association Privacy Statement












JOB DESCRIPTION

	JOB TITLE:
	Tenant Engagement Officer 

	DEPARTMENT:
	Housing & Property Services

	GRADE:
	Grade 7 (PA22 – PA25)

	REPORTING TO:
	Executive Director of Housing & Property Services

	REVIEWED:
	October 2024



1.	JOB PURPOSE

1.1 To run the day-to-day management and delivery of the Association’s Tenant Participation Service.  The first point of contact for community engagement, the Tenant Engagement Officer will encourage tenants, residents and local communities to become more aware of, and more involved in, the work of Cunninghame Housing Association.

1.2 To develop, implement and monitor delivery of the Association’s Tenant Participation Strategy, involving communities in shaping the Association’s services.

1.3 To embed a culture of tenant and customer involvement in the Association, developing and maintaining a framework to support this.

1.4 To grow the Association’s approach to tenant participation in line with continuous improvement principles.

2.	ACCOUNTABILITY/RESPONSIBILITY 

2.1	Accountable to the Executive Director of Housing & Property Services.

2.2	Whilst the role has no direct line management responsibilities, they are responsible for engaging with the Association’s internal departments and subsidiaries to ensure engagement is embedded in the culture, policy and processes and staff are knowledgeable in participation principles.


3.	MAIN DUTIES OF THE POST

3.1	Develop and implement the Association’s Tenant Participation Strategy in consultation with tenants and other stakeholders.  Monitor delivery of the strategy and report progress to tenant groups and the Association’s Board of Management.

3.2	Support relevant departments in consulting with tenants and the wider community on major policy or other pertinent issues, such as the annual rent increase.

3.3	Maintain the Association’s register of Tenant/Resident Associations and interested tenants.

3.4	Work closely with tenant, resident and community groups to engage with staff to improve service delivery within the Cunninghame Group of Companies, and with local residents to empower communities to thrive.

3.5	Support the Cunninghame Scrutiny Group (CSG)to undertake reviews of agreed services within the Group structure, to foster continuous improvement.  Ensure this is communicated to the staff group and Board of Management.  Support the development of action plans from reviews, ensuring progress is fed back to the CSG.

3.6	Lead on the development and publishing of key pieces of information to tenants, including newsletters, annual reports, and through social media posts.

3.7	Lead on the organisation and delivery of events for tenants and residents, such as the annual tenant conference, local events and parties, and funded events such as those to support households during the cost-of-living crisis.  Support local groups to hold events through the provision of publicity material and resource where possible.

3.8	Develop programmes of training for tenant groups, staff and wider community groups where appropriate.  Support and engage tenants to gain information on the national picture through attendance at conferences and seminars.

3.9	Engage in national forums and groups to keep abreast of the participation agenda and learn of best practice in the sector.  Support peer review with other landlords and involved tenant and scrutiny groups.

3.10	Lead on the delivery of the Association’s bi-annual customer survey in partnership with tenants and other customers, including the procurement of a survey partner, formulation of questions and delivery of an outcome report to the Association’s Board of Management.


4.	OTHER DUTIES

4.1	Any other duties as determined by the Executive Director of Housing & Property Services.



Person Specification – Tenant Engagement Officer
	Skills / Abilities
	Essential
	Desirable

	A strong team player with the ability to self-manage and prioritise a large and varied workload
	ü
	

	Able to develop and maintain good working relationships with external agencies to achieve sustainable solutions for tenants
	ü
	

	A tenant centred approach to providing customer responsive services, supporting the Association’s mission to be ‘more than just a landlord’.
	ü
	

	Able to innovate and embrace opportunities for change 
	ü
	

	Able to project a positive public profile for Cunninghame Housing Association
	ü
	



	Experience
	Essential
	Desirable

	Experience within a successful Registered Social Landlord or similar housing related organisation
	ü
	

	Experience of engaging with tenants and other customers 
	ü
	

	Experience of leading meetings with various stakeholders
	ü
	

	Experience of working with tenants to deliver strategic outcomes around tenant participation
	
	ü

	Experiencing of achieving targets within a performance driven environment
	ü
	



	Knowledge
	Essential
	Desirable

	Knowledge of issues in the wider housing sector
	
	ü

	Knowledge of housing legislation relevant to tenant participation matters
	ü
	

	ICT literate with working knowledge of Microsoft Office Software
	ü
	



	Training / Qualifications
	Essential
	Desirable

	An HND (or equivalent) in a Housing or related discipline, or working towards this qualification OR relevant experience
	ü
	

	Membership of Chartered Institute of Housing 
	
	ü



	Other Requirements
	Essential
	Desirable

	Be able to undertake evening working as required
	ü
	

	Possess a full driving licence and use of an appropriately insured vehicle
	ü
	


SUMMARY BENEFITS – TENANT ENGAGEMENT OFFICER
CHA operates the following principal conditions of service in relation to the above post:
	
Salary

	 
EVH Grade 7 (PA22 – PA25)
£39,072 - £42,903 per annum
  

	
Contract Duration

	
Permanent 

	
Hours

	
35 Hours Per week
9:00am – 5:00pm – Monday – Thursday with 1 hour lunch 9:00am – 4:30pm – Friday with ½ hour lunch


	
Place of Work

	Cunninghame Housing Association
Marina Quay 
Dock Road
Ardrossan
KA22 8DA
Or any other necessary location

The Association operates a Hybrid Working model with 3 days working in the office & 2 days working from home (pro rata for part-time working) – This would be available on successful complete of the relevant training plan

	
Holiday Entitlement

	
40 days per annum (including 15 public holidays)

	
Sickness Benefit Scheme

	
EVH Occupational Sick Pay


	
Pension

	Access to a Company Pension Scheme (Scottish Widows).  Optional pension via salary sacrifice.

	
Notice Period

	
4 weeks

	
Salary Payment Date
	Paid directly every 4 weeks by BACS. 

	
Travel

	Mileage Allowance – 55p per mile for the first 10,000 miles, 25p per mile  thereafter. 

	Other Benefits
	· Eligibility for entry into the Company Health Plan (non contributory).  
· KA Leisure Preferred Partnership – discounted Multi Use Gym Subscription.  
· Uniform / Personal Protective Equipment (PPE) provision.   
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