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Dear Applicant 
 
Director of Resources 
 
Thank you for expressing an interest in this key role with Ashton Pioneer Homes (APH). You will find 
in this information pack a range of background materials on the post and the Association. I hope it 
matches your career aspirations / interest and that you will be interested in joining us and submitting 
an application. 
 
Our current post-holder, John Auty, joined APH at its launch, following a successful tenant ballot, back 
in late 1998 prior to the actual stock transfer in early 1999 and he has now decided to take his 
retirement. This leaves the next stage of our challenges for the new Director of Resources. 
 
As we transition, during 2017, to become a Community Benefit Society (CBS), we are now seeking 
someone who has a genuine commitment to a community based Association and wishes to use their 
expertise and experience to help develop our unique organisation and build on its many achievements. 
As you will appreciate, the Board and I regard this appointment as crucial to ensuring the continued 
success of APH. 
 
You will join a small but ambitious, enthusiastic and determined Executive team, comprising Peter 
Marland, our Director of Housing Services and myself, ably suppported by an experienced team of 
managers. 
 
Clearly, we expect strong leadership of the Finance Team, to ensure solid financial planning and 
control, treasury management and responsibility for IT. However, as a smaller Association, we will 
also be requiring your input as an active and effective member of the Exec team alongside your 
functional responsibilities.  
 
If you are looking to make a real difference and contribute to the future of APH, then we want to hear 
from you. 
 
Yours sincerely 
 
 
 
Tony Berry  
Chief Executive 



 “Working Together Towards a Better Place to Live” 

ASHTON PIONEER HOMES – COMPANY PROFILE 

INTRODUCTION 

Ashton Pioneer Homes (APH) is an award-winning, not-for-profit organisation 
with around 1,000 homes situated in the St. Peter's ward of Ashton-u-Lyne, close to 
Ashton town centre and its facilities.  

WHAT IS A HOUSING ASSOCIATION? 

Ashton Pioneer Homes is one of over 1,200 Housing Associations in England, 
who collectively manage around 1.5 million homes, providing housing for over 5 
million people.  

Housing Associations are the main providers of social and affordable housing in the 
UK. Larger organisations such as Ashton Pioneer Homes operate like businesses 
with paid staff, but are governed by a Board of Management - typically comprising 
tenants, representatives from Local Authorities, community groups and business 
people. 

Ashton Pioneer Homes is also a Registered Provider (RP) - the technical name for 
social landlords that are registered with, and regulated by, the Homes & 
Communities Agency. Most RP's are Housing Associations, but there are also 
trusts, co-operatives and private companies. Although Housing Associations such 
as Ashton Pioneer Homes are run as businesses, they are strictly not-for-profit 
with any surplus re-invested back into the business to maintain existing homes and 
help finance new services and properties. 

WHERE DO WE OPERATE? 

Ashton Pioneer Homes is based in Ashton-u-Lyne, one of Lancashire's 
historic and picturesque cotton towns, lying in the lee of the Pennines, 7 miles 
east of Manchester city centre in the borough of Tameside. 

http://www.ashtonpioneerhomes.co.uk/about_board.asp


Ashton Pioneer Homes is Tameside's leading community based Housing 
Association. Our stock is situated in the St. Peter's ward of Ashton-u-Lyne, centred 
on the Richmond Park and West Park neighbourhoods, close to Ashton town 
centre and its facilities. 

WHAT DO WE DO? 

In 1999, Ashton Pioneer Homes was established to receive the transfer of 
ex-Local Authority (Tameside MBC) property stock which was in need of 
substantial regeneration, refurbishment and improvement. 

Since that transfer and the massive regeneration of the estates / area, we have 
grown to become the leading community-based Housing Association in 
Tameside. 

Here's what we do / have done: 

• Develop and manage quality homes for social rent in Ashton-u-Lyne,
Tameside.

• Manage 7 multi-storey residential apartment blocks.

• Manage 5 maisonette blocks providing a range of one and two bedroom
homes.

• Manage a diverse range of low rise accommodation from 1 bedroom flats to
3, 4 & 5 bedroom homes.

• Deliver a comprehensive range of high quality and efficient estate
management and maintenance services.

• Have demolished and replaced over 100 obsolete flatted dwellings with 140+
high quality modern homes for families.

• Provide a 24hr / 365-day estate management, CCTV, concierge and security
services for our residents.

• Have achieved Investors in People and Positive about Disabled status.

http://www.investorsinpeople.co.uk/


• Have adopted and delivered our role as a valuable resource and partner.

• Worked together with our tenants to introduce and develop digital inclusion
initiatives

• Have a planned programme to maintain and improve our tenants’ homes and
social wellbeing.

• Have an on-going development programme to address priority housing
needs, focused currently on addressing empty homes in Tameside.

• Lead and facilitate neighbourhood, environmental and community enterprise
initiatives.

• Work as a close partner with Tameside MBC, Groundwork Manchester,
Salford, Stockport, Trafford & Tameside (GWMSSTT) and St. Peter’s
Community Partnership on environmental and social programmes, including
training and employment.

• Provide the benefit of our quality services to other private, public and
community sector partners (through our Pioneer Homes Services Limited
subsidiary).

STAFFING 

APH now employs some 40+ staff across its range of Housing and Customer 
Services Teams, Neighbourhood & Estate Services, Finance and Maintenance.   

We value our staff; we have a well-developed competency framework for each role 
and team, linked investment in staff training and development. 

http://www.tameside.gov.uk/
http://tameside.groundworknw.org.uk/
http://tameside.groundworknw.org.uk/
http://www.stpeterscommunity.co.uk/
http://www.stpeterscommunity.co.uk/
http://www.ashtonpioneerhomes.co.uk/about_where.asp


To reflect our commitment to our staff and to support our equality and wider social 
aspirations, we have worked to achieve the…… 

• Positive about Disabled accreditation

• Physical & Mental Health Workplace Wellbeing Charter

• Development of several Modern Apprentices to work alongside our Customer
Services and Estate Services teams

AWARD WINNING ORGANISATION 

We are very proud of the achievements made and the quality of the work and 
services we provide.  To recognise the high standards, we set and deliver for our 
customers and partners, several awards have been achieved. Most notable of these 
was winning the UK Customer Service Organisation of the Year and the two 
earlier National Housing awards achieved by the company. We have also over 
recent years achieved recognition linked to a number of areas of our activity. 

APH originally achieved the Investors in People Award in 
2000/2001 and in 2013 successfully retained that award 
through into 2016. It provides a framework for our support 
and development of our staff, Board and tenants. 

We were also proud to receive and support the Positive 
about Disabled commitments. This means we have been 
recognised as a positive place to work for disabled people, 
and have made commitments to employ, retain and develop 
people with disabilities. 

A Good Work: Good Health Charter award shows that we 
are looking after the health and wellbeing of our employees, 
and the health and wellbeing of our business. 



PIONEER HOMES SERVICES LIMITED (PHSL) 

In 2008 PHSL was set up as a subsidiary company to Ashton Pioneer Homes. It 
offers a wide range of services, to outside clients, which utilise the expertise and 
skills of Ashton Pioneer Homes including; 

Private lettings and facilities management services 
24 Hour CCTV Monitoring and patrolling services 
Cleaning and caretaking Services 
Financial Services 
Housing management and other consultancy services 
Maintenance Services 
Estates advice and support  

Further details on housing, work 
experience, college placements and 
modern apprenticeships are available from 
Ashton Pioneer Homes……

0161 343 8128 

@AshtonPioneer 

AshtonPioneer & 
PioneerPeople 

www.ashtonpioneerhomes.co.uk 

http://www.ashtonpioneerhomes.co.uk/


Ashton Pioneer Homes Vision: 

“Working Together Towards a Better Place to Live” 

Ashton Pioneer Homes Theme: 

“Delivering Excellence & Continuous Improvement” 

Ashton Pioneer Homes Objectives: 

• To improve the quality of life for residents by understanding their
needs, promoting diversity, ensuring high customer satisfaction and
maximising involvement opportunities.

• To be a high quality, agile and efficient organisation that our-performs
the Business Plan.

• To continuously improve my managing, developing, communicating
and by sustaining our assets to maximise potential.

Ashton Pioneer Homes Corporate Values: 

Ashton Pioneer Homes’ staff and Board Members are committed to 
working together to achieve the organisation’s strategic aims.  We have 
identified the following values which underpin everything we do: 

- Respecting & valuing people; 
- Being open, fair, ethical & accountable; 
- Leading by example & inspiring others; 
- Being innovative & inventive; 
- Having a passion & commitment in all that we do; 
- Delivering quality & value in our services; 
- Being responsive to customers, neighbourhoods & communities; 
- Being operationally excellent & continually improving 



  

 

 

 

 
 

Board of Management 
 

 

David Postlethwaite, Chair 
David was born in Ashton and continues to live here. A former 
Borough Treasurer of Tameside MBC, he retired in 2007 to spend 
more time with his bike. He wants to see Ashton Pioneer Homes 
continue to provide good quality housing efficiently at affordable 
rents. 

 

 

Jordan Messer, Deputy Chair 
Jordan is a chartered accountant and has experience in providing 
consultancy services to numerous social housing providers as 
well as clients within the private sector and financial services.  
Jordan currently works within the Internal Audit team at KPMG 
and specialises in Risk Management, Corporate Governance and 
Internal Control. In addition, to his role as a Board Member, 
Jordan is also the Chair of the Audit Committee. 

 

 

Stephen Greenwood, Deputy Chair   
Stephen has been working in the housing sector for over 5 years 
as a Neighbourhood Manager.  He has managed an array of front 
line housing services teams specialising in performance 
management.  He joined Board in 2012 and is committed to 
increasing customer satisfaction and creating communities where 
people wish to live and work. 

 

 

Jane Atherton, Independent.  
Jane has worked in the Housing sector for over 25 years. She 
has held positions in a range of housing management roles 
before moving into Human Resources and Organisational 
Development in 1999. She is currently Director of People and 
Risk at New Charter Group heading up Group Legal Services, 
Risk Management and Governance, HR, OD and Payroll and 
Facilities Management. Jane is a Chartered Fellow of the 
Chartered Institute of Personnel and Development. 



  

 

 

 

Cllr Joyce Bowerman, Council Nominee 
Joyce is a Tameside Councillor and currently Chair of the Ashton 
District Assembly.  She has been a community volunteer for over 
20 years, establishing and running a wide variety of community 
groups and projects.  She is a Trustee of St. Peter’s Partnerships 
and Chair of Ashton West End Residents Association and St 
Peter’s Community Gathering.  Joyce is a communications 
specialist, having worked for BT, Greater Manchester Ambulance 
Service and GM Police in a career stretching over thirty years.  
She has lived in the St. Peter’s Ward of Ashton all her life and is 
passionate about improving the opportunities for local residents 
and caring for the environment. 

 

 

Helen Bradbury, Tenant Director 
Helen has been a tenant at APH since 2003, and is an active 
resident within the community, being one of the first members of 
the Tenant Scrutiny Panel and going on to become Chair.  Her 
work in scrutinising services at APH led to many improvements 
which have been of great benefit to the residents, the business 
and the local community.  With the experience gained on the 
Panel, Helen joined the Board in 2014, where she continues to 
represent the local community as a Tenant Director.   

 

 

Cllr Ged Cooney, Council Nominee.   
Ged has been a Tameside Councillor since 1990. As Cabinet 
Deputy for Learning and Achievement, he managed the £300m 
new schools building programme for Tameside. He is involved 
with crime prevention, home watch meetings, tenant/resident 
gatherings and is a member of the Crime and Disorder Sub-
Committee, he attends Police & Communities Together (PACT) 
meetings.  He is a member of AGMA Housing and Planning 
Commission which covers all housing issues across Greater 
Manchester and is very experienced in the provision of social 
housing through his former role as Chair of the Board at New 
Charter Housing Trust. He is very interested in the ongoing 
regeneration of Ashton-under-Lyne. 

 

“Awaiting photo” 

Lavinia Ferguson, Independent 
Lavinia has worked in Local Government for almost 10 years 
moving through various departments and roles.  With Tameside 
MBC she has held positions in Housing Benefit and Council Tax 
Support, National Non-Domestic Rates and Employment and 
Skills.   She is currently a Project Manager for Development, 
Growth and Investment in Employment and Skills focusing on the 
future of Tameside through youth initiatives, apprenticeships and 
employment opportunities. 

 

 

Cllr David McNally, Council Nominee.   
I have been a Tameside Councillor since 2011 and act as Chair 
of the Speaker Panel for Liquor Licensing & Licensing.  I attend 
all meetings of the Ashton-under-Lyne District Assembly and the 
St. Peters Community Gathering.  I am also a member of St. 
Peter’s Partnerships and am Chair of the Homewatch scheme 
and a ‘Friend of Oxford Park’. I am committed to making the local 
area a better place to live. 



  

 

 

 

Sheila Tolley, Independent.   
Sheila has worked in the field of Housing and Regeneration for 
over 25 years. She has held significant senior positions on 
several of the UK’s most challenging regeneration programmes, 
including Hulme City Challenge and Salford Single Regeneration 
Budget.  Sheila has also held senior positions at both the Audit 
Commission and the Homes and Communities Agency.  She has 
experience as a Government Neighbourhood Renewal advisor 
and has higher degrees in Applied Social Research and 
Overseas Development 
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• Does your pioneering spirit match ours? 
 

• Lay the financial foundations for success. 
 

 
Director of Resources 
Salary: up to £65k 
Location: Ashton-under-Lyne 
 
Ashton Pioneer Homes currently manages almost 1,000 homes in Ashton-under-Lyne and we 
have an ongoing development programme that sets out to expand this portfolio. We’re 
focusing on empty homes within the Tameside area, transforming them into quality homes 
for affordable rent to address priority housing needs.  
 
Our Director of Resources is a key role within our organisation. You’ll be a member of our 
Executive Team, helping to set the vision for our organisation and promoting and modelling 
the culture and behaviours that will enable us to achieve our vision: to work together towards 
a better place to live. You’ll ensure that our strategic objectives and our operational delivery 
models are founded on resilient financial planning and ensure value for money is embedded 
in all our activities. As well as leading on financial management, budgeting and reporting, 
you’ll also lead on other key corporate services including our administrative and IT support 
functions. Continuous improvement is an integral part our organisational DNA and your 
personal contribution will be a defining influence on establishing us as a high quality, agile 
and efficient organisation.  
 
This role will suit an individual with previous experience of leading a finance function within 
a housing setting. You should be able to offer a track record in effective business planning 
and already have experience in a leadership role. It’s important that you are a qualified 
accountant and have a well-informed understanding of the current and anticipated funding 
challenges within social housing. We’ll want you to bring a commercial perspective to this 
role, so that we can make full use of our assets and that we approach key decisions with a full 
appreciation of both risk and reward.  
 
For an informal discussion, please contact Andy Roskell on telephone number 07977 464459 
or Ian Robertson on telephone number 07947 126329. 
 
For a copy of the briefing papers visit www.dtp.uk.com/#news  or email a.roskell@dtp.com    
 
Closing Date: 29th September 2017 
 
Strictly no agencies please 



 

 

 
 

Job Description 
 

 
Job Title:   Director of Resources 
 
Responsible To:   Chief Executive 
 
Responsible For:   Finance, IT and Administrative Services 
  

 
Main Purpose of Job  
 
As part of the executive management team to be responsible for the successful 
leadership and management of Ashton Pioneer Homes in accordance with the 
strategic direction set by the organisation. 
 
To be responsible for the Company's financial management, for the preparation of its 
accounts and the control of its financial affairs, and to provide a comprehensive 
corporate services support service to the Company. 
 
To attend and present regular reports to the Board and Committee meetings, 
appraising the Board of financial performance, procedures, legislation and policy 
review. 
 
Key Areas 

Vision and leadership 

1. In conjunction with the Board and as part of the executive, provide vision, 
corporate and strategic leadership and direction to the organisation, taking 
collective responsibility for executive team decisions. 

2. Ensure that the mission and values remain relevant and under-pin all activities 
across the organisation. 

3. Lead the detailed preparation and review of the business plan as the framework 
for strategic and operational objectives and activities, and the efficient utilisation 
of resources. 

4. Advise the Board on strategic and policy development with regards to finance, 
matters in response to the external environment, ensuring they have access to 
timely and accurate information so as to discharge their duties. 

5. Directly manage the Finance Manager, lead in their development and assist them 
in managing, developing and coaching the Finance team to develop a culture of 
continuous improvement. 

6. To oversee the provision of the IT and administrative support functions.  

 

 

 



 

 

Main responsibilities 

1. Manage the budgeting process in an efficient and consultative manner and deliver 
the operational budgets on time, presenting this to managers or committees as 
required. 

2. Working with Operational Managers to ensure effective Budgetary Management. 

3. Oversee the preparation of Statutory Accounts; Monthly Management Accounts; 
Cash Flow; Controls, Policies, and Procedures; Financial Compliance and 
Appraisals.  

4. Ensure that the organisations financial security, performance and reputation is 
maintained through the effective management of financial and investment 
strategies to maintain viability and sustainability. 

5. Manage the efficient operation and implementation of approved Treasury 
Management Procedures including: the provision of accurate cash flow forecasts, 
dealing with loans and drawdowns, and dealing with investment of surplus funds. 
Explore and evaluate opportunities for financing future development. 

6. Production of the Association’s 30 year financial business plan. 

7. To provide all necessary financial input for the Business Plan and assist the Chief 
Executive in monitoring performance and the plan’s future development. 

8. Maintain effective relations with lenders and investors, ensuring that contractual 
requirements are fully met.  

9. Liaise as necessary with the Ashton Pioneer Group’s treasury management 
advisors.  

Risk, compliance and control 

10. Ensure compliance with all statutory requirements relating to the financial control, 
and accounting, including compliance with scheme of delegations and financial 
regulations. 

11. To act as the Company’s Data Protection Officer. 

12. To meet all relevant requirements for completing regulatory and statutory returns, 
grant claims, or other information for the Homes and Communities Agency, 
Funders, and other external bodies. 

13. Ensure systems are in place to enable the executive and senior managers to 
initially appraise financial risk when developing future plans, particularly in asset 
management, stock investment and development programmes. 

14. To maintain a functional business continuity plan to minimise impact of any event 
of service provision interruption. 

15. Establish appropriate external audit arrangements are in place. 

16. Implement agreed recommendations from the internal audit service. 

17. Ensure compliance with money laundering requirements and be the Money 
Laundering Officer for the Group. 

18. Provide challenge, where required, to ensure full compliance with Financial 
Regulations and Standing orders. 



 

 

19. To lead on sustaining the culture of a comprehensive risk management approach 
to the Association’s activities, including the risk register, risk matrix and risk 
mitigation. 

IT and Administrative Services 

20. To be responsible for directing and supporting IT, data quality, governance, 
communications and other administrative services in order to provide high quality 
support services for Ashton Pioneer Homes. 

21. Ensure the IT Strategy is delivered effectively to support transformational change 
and delivery of business efficiencies. 

General 

22. To prepare and present papers and reports as appropriate to the Board of 
Management and its Committees.   

23. Be well networked and in touch with initiatives in the market and represent the 
Company at conferences, seminars and public engagements and local, regional 
and national meetings as appropriate. 

24. To carry out all duties with due regard to the provisions of Health and Safety 
legislation. 

25. To observe and promote equality and diversity principles in all activities.  

26. To keep abreast of changes in legislation and wider issues and review, 
recommend and implement changes in policy, procedure and working practices 
that will improve service delivery and contribute to the achievement of strategic 
priorities. 

27. Undertake any other tasks and duties within the scope and grade of the post as 
required and to meet changing business needs. 

  



 

 

Person Specification 

Director of Resources 
 

Qualities Essential Desirable 

Experience 

Staff Management ✓  

Undertaking Financial Function with a Housing Organisation ✓  

Finance Strategy & Policy Implementation  ✓ 

Project/Business Financing  ✓ 

Reporting to Board of Management  ✓ 

Participating as a Member of the Management Team  ✓ 

Exercising Budgetary Control ✓  

Formulation of Policies and Procedures ✓  

Experience of Providing IT and Admin Support to Colleagues  ✓ 

Skill & Abilities 

Excellent Verbal & Written Communication Skills ✓  

Strong Leadership Skills ✓  

Good Interpersonal Skills ✓  

Good Motivational Skills ✓  

Work as Member of Small Team ✓  

Ability to Operate in Commercial Environment ✓  

Ability to Work Effectively Under Pressure & Meet Deadlines ✓  

Achievement Orientation ✓  

Knowledge 

Understanding of Treasury Management  ✓ 

Awareness of Best Practice in RP’s Finance and Administration ✓  

Clear Understanding of Role and Function of RP’s ✓  

IT Literate ✓  

Values 

Commitment to Tenant Focused Organisation ✓  

Commitment to Equal Opportunities ✓  

Commitment to Long-Term Success of APH ✓  

Qualifications 

Recognised Professional Accountancy Qualification ✓  

Education to Degree Level  ✓ 
 



 

 

Competencies Required 

Director of Resources 

 

Thinking & Understanding 
Required 

Competency 
Level 

1. Understanding Stakeholder needs 

Creates competitive edge through stakeholder understanding 

• Understanding of current and potential stakeholders underpins strategy development 

• Considers trends from the competitor environment in developing future direction 

5 

2. Bigger Picture Thinking 

Develops strategies for the future 

• Uses own knowledge and experience to develop new strategies 

• Develops strategies from broad based visions 

• Makes a significant contribution to the strategic direction of the business 

4 

3. Problem Solving 

Acts to address complex organisation-wide issues  

• Gets quickly to the heart of complex issues 

• Does not leave organisational issues unaddressed - drives for resolution 

• Reviews organisational performance and management information to inform future 
strategic thinking 

• Uses information to plan the future 

5 

4. Tactical Thinking 

Defines tasks in relation to longer term business requirements 

• Thinks situations through to their longer term conclusion 

• Ensures that all current activities impact positively on longer term goals 

• Takes account of the longer term picture when planning in the short/medium term 

4 

Organising & Understanding 

5. Drive for Achievement  

Relentlessly focused on increasing personal contribution in a wider context 

• Sets strategic personal objectives to develop individual performance 

• Compares own contribution with peers, benchmarks output and strives to add more 
value 

5 

6. Continuous Improvement 

Sets the agenda for and delivers organisational improvement and excellence 

• Identifies areas in the business where improvement will bring the most significant 
gains 

• Uses benchmarking data to set the organisational agenda for quality and excellence 

• Champions organisational learning and improvement  

• Sponsors changes which bring about significant quality improvement 

5 



 

 

7. Managing Performance 

Sets targets to improve corporate performance 

• Defines productivity internally and externally to raise corporate performance 

• Makes strategic use of Management Information (MIS) data to monitor performance 
and re-define goals 

5 

8. Initiating & implementing change 

Fosters a climate in which positive change is initiated  

• Shapes change in situations of uncertainty/ambiguity 

• Takes difficult decisions and lives with consequent unpopularity 

• Actively monitors progress against change and celebrates successes 

• Avoids creating any “losers” from changes, but if there are is honest early on 

• Supports others in initiating and managing change 

• Creates an environment which encourages others to come up with ideas 

4 

Interacting & Influencing Others 

9. Interpersonal Communication 

Responds to cultural issues to achieve positive impact at organisational level 

• Takes action to build reputation/credibility of a major work area 

• Consistently communicates in line with desired cultural expectations 

• Displays sensitivity to manage relationships across cultural boundaries 

5 

10. Influencing 

Creates opportunities to influence across a broad range of stakeholders 

• Acquires credibility and influence with senior people in the business 

• Is able to facilitate decisions in complex situations, using outstanding 
communication skills 

4 

11. Network & Alliance Building 

Encourages and enables organisational collaboration  

• Sets up and champions cross functional working initiatives 

• Role models collaboration with others 

• Identifies opportunities to maximise the benefits of working together using broad 
organisational understanding 

4 

12. Team Working 

Maximises collaboration by championing teamwork and collaboration across the 
business 

• Operates for the overall good of the organisation - does not seek to score points 
over peers 

• Drives a collaborative approach through the organisation - stops unhealthy 
competition in its tracks   

5 

 

 

 



 

 

13. Personal Leadership 

Inspires others through a compelling vision 

• Establishes and communicates a compelling vision of the business of the future 

• Models the desired top leadership behaviours 

• Lives the values when dealing with sensitive issues 

5 

14. Developing Others 

Sets the agenda for developing organisational capability 

• Initiates career and succession planning across the organisation to build and 
sustain longer term capability 

• Has clear plan for succession in own business area 

• Translates the business plan objectives into broad organisational development 
needs 

5 

Personal Attributes 

15. Decisiveness 

Enhances the reputation of the team/department as having integrity and ethics 

• Shows loyalty to the organisation by never publicly undermining policies 

• Makes or acts on decisions, in spite of others who disagree, when it is appropriate 

• Respectfully challenges colleagues when words and actions do not match  

• Confidently challenges senior people about inconsistencies 

4 

16. Flexibility 

Thrives on unforeseen challenge 

• Takes collective responsibility for unpopular decisions 

• Confidently probes in conflict situations to deal not only with the symptoms but with 
real underlying issues even when subject to personal attack 

• Welcomes new challenges, thrives in ambiguous/uncertain situations 

4 

17. Learning Orientation 

Acts as a role model for self-development 

• Shares information about their learning needs and what they find 
challenging/difficult to seek support and reinforcement 

• Elicits 360 degree feedback both formally and informally 

• Seeks to clarify feedback non defensively to understand required improvement 

• Acts on feedback 

4 

 



 
 

Benefits of Working for Ashton Pioneer Homes 
 

General 
Ashton Pioneer Homes (APH) is a family friendly community based Association that provides its staff 
with a diverse range of roles in a supportive and challenging environment. We are committed to 
equality of opportunity in recruitment and employment and we aim to provide a working environment 
and terms and conditions that reflect best practice. 
As an SME working in a challenging sector, we seek to work with partners to enhance both the 
physical and social environment for our tenants and local communities. This includes appreciating 
our role as both a local employer and housing provider, including our support for staff development 
and modern apprenticeships. 

On governance, APH is going through a process of modernising governance, including the transition 
towards a Community Benefit Society later this year. Also we are well advanced in the recruitment 
and development of an experienced and skilled Board. This has assisted us to achieve high levels of 
operational performance and tenant satisfaction.  

Remuneration 
£60,000 to £65,000. Starting salary will depend on experience and qualifications 

Generous sick pay entitlement 

Social Housing Pension Scheme available 

Essential user car allowance offered with this post (free car parking available at office) 

Mobile phone and iPad issued with this role 

Work / Life Balance 
This post offers 28 days leave (plus bank holidays) – 2 days of which used to allow a Christmas office 
closure between the bank holidays 

APH operates a 35 hour week. Flexi-time applies to this post (subject to the requirements of the 
service) 

Dependent, special and compassionate leave policies 

Good shared parental / maternity / paternity / adoptive leave support policy 

Mindful Employer accreditation 

Good Work / Good Health Charter employer 

Training & Development 
APH has an ongoing commitment to training and professional development 

Payment of professional subscriptions relevant to the role 

CHA (NW) and APH staff conferences held annually 

CHA (NW) and APH Board governance conferences held annually 

Health & Wellbeing 
“Simply Health” - Basic health cash plan is provided for all staff by APH. This allows individual staff 
members to upgrade the cover level or add family members to the cover (at own cost). Provides for 
cash reclaims for a range of health costs. 
As a Mindful Employer, APH provides all staff with access to a 24/7 confidential helpline and 
counselling service 

Great line manager and colleagues! 

 



 
 
 
 

 

How to Apply – Director of Resources  
 

Thank you for expressing an interest in the position of Director of Resources at Ashton 

Pioneer Homes.  If you would like to apply, please follow the guidelines below. 

Application Process 

Please submit an up-to-date Curriculum Vitae (CV) and covering letter. 

It is important that your CV/letter highlight supporting evidence of how your previous 
experience and skills relate to the criteria outlined in the Job Description and Person 
Specification.  Within your CV, please supply the following: 

• Full name and postal address; 

• Work and home telephone number, mobile number and email address (NB most written 

communication with you will be electronic); 

• National Insurance number; 

• Employment history (explaining any gaps); 

• Education and dates your qualifications were obtained; 

• Current memberships of relevant professional associations/institutes and dates; 

• Current or most recent salary. 

We also request that you complete the Equal Opportunities Monitoring Form which is 

available to download. 

The timetable for the Selection Process is included below. In your supporting letter, please 

advise us if you have any difficulty with the outlined dates and/or any other dates when you 

are unavailable for assessment. We try to offer flexibility but it can be difficult to convene 

the selection panel outside the advertised selection dates due to diary commitments. 

Please return your application by 29th September 2017 to our retained consultants 

a.roskell@dtp.uk.com. Due to issues with postal reliability email submissions are preferred 

to avoid disappointment. If you fail to receive confirmation of receipt of your application 

from us within 24 hours of sending please contact us to ensure safe delivery. In order to 

avoid last-minute IT issues, we also ask that you allow yourself ample time to submit your 

application in advance of the deadline. 

Your application will be treated with strictest confidence. 

If you do choose to send a hard-copy by post, the full address is as follows: 

 

David Tolson Partnership Ltd  

Richard House  

9 Winckley Square  

Preston  

PR1 3HP 



Assessment and Selection Process 

All applications will be considered and assessed against the requirements of the Person 

Specification in order to select an initial short list of candidates. If you have been successful 

at this stage DTP will contact you via telephone/email immediately following the initial 

shortlisting meeting. If you are unsuccessful at this stage you will receive a letter from us 

informing you of this decision.  

Timetable 

The information outlined below has been agreed with Ashton Pioneer Homes: 

Process Date 

Advertised Closing Date for Applications 29th September 2017 

Screening Interviews w/c 2nd October 2017 

Final Interviews and Assessments 26th October 2017 

 
*If you are invited for interview, you will be asked to bring along evidence of 
your professional qualifications as described on your CV. 
 

Contact Details 

If you have any queries about the position or the selection process; or if you would like an 

informal and confidential discussion with our consultant, please do not hesitate to contact 

Andy Roskell on telephone number 07977 464459 or Ian Robertson on telephone 

number 07947 126329 

 
Thank you for your interest in this position. 

 
Ian Robertson 
Executive Director 
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Version 
4 

 

 

Date of Review 

 

 

December 2017 

 

Officer Responsible 

 

 

Director of Housing  

 

 

1.0 Introduction 

 

 Ashton Pioneer Homes is committed to providing to excellence and 

continuous improvement through the Pioneer Way. Equality and Diversity is 

at the heart of our culture and philosophy and as such is reflected in the 

corporate objectives.  This policy equips the organisation to comply with 

statutory and regulatory requirements and helps us to promote equality as 

an employer, provider of homes and services and as an investor in the 

community.   

 

 Ashton Pioneer Homes is committed to embracing the ‘Equality Act 2010’ 

which has harmonised all previous equality and diversity legislation. We 

accept our role in the community by tackling discrimination and providing 

equality of access and opportunity for all. 

 

 

 

 

 

EQUALITY POLICY  
 



P:staff handbook/Equality Dec 2014 
 

2.0 Equality Duty 

 

Ashton Pioneer Homes will consider the needs of residents and customers in 

their day to day lives, when shaping policies and procedures and in relation 

to our own employees. We will strive to understand how different people 

will be affected by our activities so that policies and procedures are 

appropriate and accessible to all and meet different people’s needs. By 

understanding the effect of our activities on different people and how we 

can support and open up opportunities we believe Ashton Pioneer Homes 

will be in a better position to provide efficient and effective services. 

 

Ashton Pioneer Homes supports the Equality Act, 2010 and its definition of 

protected characteristics of: 

 

• Age 

• Disability 

• Gender reassignment 

• Pregnancy and maternity 

• Race 

• Religion or belief 

• Sex 

• Sexual orientation 

 

 As a registered provider of social housing we will have due regard to: 

 

• Eliminate unlawful discrimination, harassment, victimisation and 

any other conduct prohibited by the Equality Act, 2010. 

• Advance Equality of Opportunity for people who share a 

protected characteristic and people who do not share it; and 

• Foster good relations between people who share a protected 

characteristic and those people who do not. 

 

Our use of Equality Impact Assessments (EIAs) ensures that the above will 

remain part of our process of decision making. This will include how APH 

acts as an employer, how we develop, review and evaluate policy, how 

we design, deliver and evaluate services and how we commission and 

procure from others. 

 

2.1 Eliminate unlawful discrimination 

 

APH is committed to the elimination of unlawful discrimination and EIAs will 

continue to play an important role in helping the organisation to identify 

such cases. The company has a zero tolerance approach to anti-social 

behavior and harassment.  We encourage anyone who is suffering from 
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racial or other harassment or other forms of anti-social behavior to let us 

know.  All referrals will be dealt with in confidence and where necessary 

support will be offered to victims. Ashton Pioneer Homes, Margaret House 

Office is and will continue to be a registered ‘Reporting Centre’ for all HATE 

related incidents and crimes. 

 

2.2 Equality of Opportunity 

 

 APH is committed to ensuring equality of access and opportunity in all 

 aspects of our work, and equality and diversity is embedded into all our 

 policies and practices.  We will strive to remove any barriers to inclusion 

 and participation.  This includes; 

 

• Removing or minimising disadvantages suffered by people due 

to their protected characteristics; 

• Meeting the needs of people with protected characteristics; 

and 

• Encouraging people with protected characteristics to 

participate in public life or in other activities where participation 

is low. 

 

2.3 Fostering good relations 

 

APH will tackle prejudice and promote understanding between people 

who share a protected characteristic and others. In some cases this may 

involve treating some people better than others as far as this is allowed by 

discrimination law. For example it may involve making use of an exception 

of positive action provisions in order to provide a service in a way which is 

appropriate for people who share a protected characteristic. Usually this 

will mean that APH will need to make reasonable adjustments according to 

the needs of the person or group. 

 

3.0 The Pioneer Way approach to Equality  

 

The Pioneer Way celebrates diversity and promotes equality of opportunity 

by not focusing on equality of outcome by social engineering or political 

correctness. It is about adhering to the key principles of fairness, equal 

treatment and equality quality of opportunity.  

 

The Pioneer Way is about recognising people’s individuality and a move 

away from the politics of identity. Our aim is to free people by promoting 

transparency and behaviour change. At APH we want to create the right 

architecture that supports equality thinking and to act as a catalyst and 
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advocate for change with partners and stakeholders. This also means 

holding others to account where appropriate. 

  

4.0 Responsibilities and Governance  

 

The Company’s Vision and Values, as set out in ‘The Pioneer Way’ are 

underpinned by behaviours that we expect employees to adhere to in 

order to deliver services efficiently and effectively.  Valuing diversity and 

giving customers a consistently excellent service are key foundations upon 

which we wish to drive our community based business forward.   

 

The Board Members are ultimately responsible for ensuring the principles of 

equality and diversity are evident in all our services, activities and 

opportunities and that the Strategy is effective. 

 

The Chief Executive will have overall responsibility for overseeing, 

implementing, managing, monitoring and reviewing the policy. 

 

The Directors and Managers will have the day to day responsibility for the 

implementation of the strategy and the ‘Equality Impact Assessments’ and 

will be responsible for identifying any individual and/or team performance, 

development or training issues.  

 

 All employees will have a duty and responsibility to: 

 

• Ensure that they understand the values and benefits of equality 

and diversity 

• Familiarise themselves with the policy and the associated 

procedures, follow them and ensure that any employee, for 

whom they are responsible, does so as well 

• Respect all individuals and communities that we serve, and be 

inclusive and welcoming 

• Be sensitive to culture and equality needs in how we 

communicate and consult our residents 

• Draw to the attention of their line manager any instances of 

apparent discrimination or perceived problem in relation to 

employment or to the provision of services 

 

 Customers (including residents) will be expected to uphold our Equality and 

Diversity Policy. Incidences of discrimination, harassment and intimidation 

will be dealt with appropriately in accordance with the appropriate APH 

policies. 
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 Contractors and Partners (including contractors and consultants) are 

expected to uphold the principles of our Equality Policy to ensure they do 

not discriminate or induce discrimination.   

 

5.0 Equality of Access and Opportunity in Service Delivery 

 

 Accessibility 

 

 Ashton Pioneer Homes is committed to ensuring our services are accessible 

to all our customers.  Where needed we will seek alternative methods of 

service delivery, this should cover not just physical access, but should also 

ensure that all individuals have access to a full range of information.                   

 

 Services 

 

 We will regularly review our services and related policies to ensure that they 

give equal access to all members of the community.  To ensure all our 

customers are able to access our services we will ensure reasonable 

adjustments are made to services and staff will be empowered to amend 

or enhance services to reflect the needs of the individual customer.  We 

use ‘Equality Impact Assessments’ to measure the effectiveness and 

appropriateness of our policies and services.  These will be carried out 

when we introduce any new policy and/or service and new existing 

policies and services and will feed into any reasonable adjustments to 

services’. 

 

 Profiling 

 

It is essential that Ashton Pioneer Homes fully understands the needs of the 

community it serves and that all our customers are treated fairly and that 

no-one is discriminated against.  To help us to identify these needs and 

match our services and customer consultation accordingly, we remain 

committed to customer profiling.  This will also help us to monitor service 

delivery to identify possible discriminatory practices. 

 

 Partnerships 

 

Ashton Pioneer Homes is committed to working alongside our partners in 

the community and will continue to: 

 

• Work with formal and informal community groups in the   

  neighbourhood to improve community cohesion 

• Work with other agencies to help ensure customers are signposted  

  to receive the service(s) they need 
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• Actively promote equality in all our partnership agreements and 

strategic alliances 

• Actively promote equality in the way we procure goods and 

services 

 

6.0 Equality of Access and Opportunity in Employment  

                 

        Ashton Pioneer Homes will continue to be a company that is committed to 

ensuring that all employees are awarded equal opportunities in 

employment. Ashton Pioneer Homes aims to remove discrimination in 

employment and will have due regard to persons identified with protected 

characteristics. All recruitment policies and procedures will be subject to 

regular equality impact assessments. 

 

Ashton Pioneer will provide employees with equality of opportunity and 

encouragement to progress and develop within the organisation.  

The company will ensure it remains “positive about disabled” through 

 external accreditation.  

 

7.0 Conclusion  

 

Ashton Pioneer Homes will ensure that all staff will have the knowledge and 

awareness of equality responsibilities. We will consider timeliness in that our  

equality duty will be complied with before or at the time when a particular 

policy is under consideration. Indeed real consideration of the three aims of 

the equality duty will be an integral part of any decision making processes. 

There will be no delegation and APH will ensure that third parties that 

perform functions on our behalf are required to comply with this policy. 

Equality Impact Assessments will remain an important part of the review 

process for this and other policies.  
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Officer Responsible 
 

 
Chief Executive 

 
1. Introduction 
 
1.1 Ashton Pioneer Homes is committed to equality of opportunity in recruitment and 

employment.  The Association aims to provide a working environment and terms 
and conditions that reflect best practice. 

 
1.2  This document describes the method by which the policy will be delivered in 

recruiting and selecting staff. 
 
2. Policy Statement  
 
2.1 Ashton Pioneer Homes will take all reasonable steps to ensure equality of 

opportunity in recruitment and selection of staff. 
 
2.2 In pursuit of this, the Company will ensure the observance of the Equality and 

Diversity Policy and the thorough application of the Recruitment Procedures which 
will be subject to approval by the Board of Management. 

 
3. Implementation 
 
3.1 Advertising 
 

Vacancies will be advertised to attract the widest possible cross section of 
applicant.  Ashton Pioneer Homes does reserve the right to advertise on a planned 
basis (internal then external as appropriate). 
 

 
RECRUITMENT AND SELECTION POLICY  
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Ashton Pioneer Homes will ensure that all vacancies are advertised in a way that 
does not discourage traditionally disadvantaged groups applying for the posts. 
 

3.2 Selection 
 

A person specification will be developed for each post and this will be used when 
shortlisting applicants.  When recruiting staff, specific qualifications and experience 
will only be asked for it if is essential to the post. 
 
Selection will be undertaken carefully, to ensure that no candidate is treated less 
favourably than any other. 
 

3.3 References 
 

Ashton Pioneer Homes will seek two written references for each new employee.  
One of these references will be from their most recent employer.   At least one 
reference reply per employee will be needed for the files.  The recruitment manager 
will be responsible for assessing the replies and forwarding to the CEO’s PA. In the 
absence of any replies, the employment of the candidate will be at the Chief 
Executive’s discretion.  

 
3.4  Training 
 

Ashton Pioneer Homes will ensure that Board Members and staff involved in the 
interview process are properly trained on equality and diversity, recruitment and 
selection and interview skills. 
 
All new staff appointed will be provided with an induction programme within one 
month of starting with Ashton Pioneer Homes.  All staff will receive an annual 
appraisal (PDR), where training needs are assessed for staff. 
 
Ashton Pioneer Homes will provide job-related training that meets the needs of 
Housing Associations and also contributes to an individual’s personal development.  
This may be through attendance of internal or external training, on the job training 
or coaching from another member of staff. 

 
4 Monitoring 
 
4.4 Ashton Pioneer Homes will monitor the ethnicity, gender and disability of applicants.  

This will include the candidates short-listed and person appointed in the recruitment 
process, to ensure discrimination does not take place. 

 
4.5 The induction and other training for staff and interviewers will be monitored to 

ensure it is effective and open to all. 
 

5 Positive About the Disabled  
 
5.1  The Board of Ashton Pioneer Homes agreed at their meeting on the 18th May 2006 

to formally adopt the principles of the “Positive about the Disabled” initiative.  
 
5.2 This is a recognition given by the Employment Service to employers who have 

agreed to take action to meet five commitments regarding the employment, 
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retention, training and career development of disabled employees. It is promoted 
through the badge accreditation of...... 

 

 
 
5.3 The principles now adopted by Ashton Pioneer Homes as an employer are as 

follows: 
 

Employers who use the symbol have agreed with the Employment Service that they 
will take action on these five commitments:  

• to interview all applicants with a disability who meet the minimum criteria for a job 
vacancy and consider them on their abilities  

• to ensure there is a mechanism in place to discuss, at any time, but at least once a 
year, with disabled employees what you and they can do to make sure they can 
develop and use their abilities  

• to make every effort when employees become disabled to make sure they stay in 
employment  

• to take action to ensure that all employees develop the appropriate level of disability 
awareness needed to make your commitments work  

• each year, to review the five commitments and what has been achieved, to plan 
ways to improve on them and let employees and the Employment Service know 
about progress and future plans.  

 
6 Responsibility 
 
6.4 It is the responsibility of the Chief Executive, Director of Finance and Administration, 

Director of Housing Services and the Board of Management to ensure this policy is 
implemented correctly. 
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1.0 POLICY 

 

Ashton Pioneer Homes is committed to excellence in people 

development in order to maintain and enhance its position.  We aim to 

create a culture throughout where individuals and managers take 

responsibility for learning and development in partnership. 

 

Ashton Pioneer Homes recognises the need to develop its people so 

that they are fully equipped to deliver the business objectives, both 

now and in the future. 

 

2.0 OBJECTIVE 

 

To ensure that APH has people with the appropriate knowledge, skills 

and behaviours to meet its business objectives, in both the short and 

longer term.  To allow our staff to achieve their potential and their 

career aspirations both within Ashton Pioneer Homes and the wider 

housing sector. 

 

 

 

 
LEARNING AND DEVELOPMENT POLICY  
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3.0 AIMS 

 

• To provide effective introduction for all new appointees and 

people moving jobs. 

• To equip people with skills and knowledge required to carry out 

their duties. 

• To ensure that learning and development needs are identified as 

part of the business planning process and reviewed regularly. 

• To ensure the appropriate skills are in place to deliver the business 

strategy. 

• To provide leadership and management skills to managers within 

APH. 

• To balance the needs of individuals and the Association. 

• To encourage the use of different methodologies in relation to 

the provision of learning and development activities. 

• To ensure quality of access to development opportunities. 

• To ensure the effective delivery of mandatory training, e.g. Health 

and Safety, Equality, Data Protection. 

• To ensure our continuous improvement in relation to the service 

provided to our customers and stakeholders. 

 

This approach is designed to ensure that the Company’s needs are met 

as the full potential of each employee is realised to the benefit of the 

business. 

 

 

4.0 LEARNING AND DEVELOPMENT IDENTIFICATION 

 

Learning and Development needs will be identified at three levels: 

  

 Organisation 

 Team 

 Individual 

 

4.1 Organisational Level 

 

These needs may arise as a result of: 

  

➢ Core Strategies; 

➢ Business Objectives 

➢ Changes in legislation; 

➢ New Information Systems; 

➢ Introduction of different working practices; 

➢ Implementation of new policies and procedures. 

 

Where possible these needs should be included in the business plan 

and appropriate funds included in the budgets. 
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4.2 Team Level 

 

These needs should be identified by Directors, Managers and Team 

Leaders when they are considering their operational and team plans.  

Costs must be prioritised and included in budget proposals. 

 

4.3 Individual Level 

 

The Association’s appraisal system, the formal 1:1 meetings and team 

dialogue held between staff and their line manager will be the main 

means by which these needs are identified.  Considerations will be: 

 

➢ The skills and knowledge the individuals will need to achieve their 

targets; 

➢ The skills and knowledge individuals already have; 

➢ The gap between what people already have and what they need 

for the future. 

 

This analysis will be undertaken in relation to the Business Plan document 

which is prepared in consultation with staff and Board.  This is distributed 

to everyone annually. 

 

This outlines the key Company objectives and provides a basis for the 

identification of team and individual targets and contributions to 

achieving those objectives. 

 

It is individual’s ability or otherwise in achieving these that will identify 

the key gaps to be addressed by learning and development activities. 

 

 

5.0 LEARNING AND DEVELOPMENT ACTIVITIES 

 

APH recognises that people learn at different rates and in different 

ways.  Many have preferences for certain forms of learning, many of 

which do not depend upon attending formal training events. 

 

 

APH will investigate a variety of learning methodologies including: 

 

➢ Self Study 

➢ Job Shadowing/Swaps 

➢ On the job training and development 

➢ Seminars/Conferences 

➢ In House Training 

➢ Coaching & Counselling (by internal competent person/manager or 

external specialist) 
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➢ Secondment 

➢ Academic/Professional Qualifications (see Approved Qualification 

Policies and Procedures) 

 

In offering these options, we shall consider internal expertise and 

external trainers, educational establishments etc, and costs associated 

with the activity. 

 

Each case will be considered on its merits and approval will only be 

granted where costs can be accommodated within existing budgets 

and service delivery constraints. 

 

 

6.0 AGREEING LEARNING AND DEVELOPMENT OBJECTIVES 

 

To ensure that learning and development activities are effective, and 

resources are utilised efficiently, it is important that clear objectives are 

set in advance for each activity.  These must link to improving the 

Company’s performance against its Key Objectives.  There must 

therefore, be a clear improvement in the individual’s ability to deliver 

that objective. 

 

Line Managers will agree in advance with employees…. 

 

➢ How individuals will put into practice what they have learned. 

 

➢ The specific, measurable results that will come from the activity. 

 

➢ How the business will benefit. 

 

➢ A timescale for this benefit to become apparent. 

 

These objectives will be agreed as part of a pre-training briefing, held 

between the individual and their line manager.  A pre-training briefing 

form will be completed by both parties, confirming the discussion. 

 

7.0 ASHTON PIONEER HOMES LEARNING AND DEVELOPMENT PLAN 

 

A Corporate Training Plan will be produced annually to consolidate all 

the individual training proposals arising from the annual appraisals.  In 

addition, it will also contain any Team or Organisational wide 

requirements. 

 

The Corporate Training Plan will be produced by the CEO’s PA.  Each 

line manager and team leader is to forward team and individual 

learning and development requirements gained from the review of 

their team members to the CEO’s PA.  The forms attached as 
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Appendices A – F are to be completed as soon as all such reviews are 

completed.     

 

This plan will link the separate proposals to the business requirements, 

describe what is to be delivered, its specific outcomes, how it will be 

delivered and the anticipated / specific costs. 

 

This plan will be made available to everyone and will be accessible on 

the Public Folder. 

 

Delivery of the learning and development plan will be monitored by the 

Management Team on a quarterly basis. 

 

8.0 MEASURING THE EFFECT OF LEARNING AND DEVELOPMENT 

 

If learning and development activities are to be successful in 

addressing identified gaps in current knowledge and skills, then the 

effectiveness of such activities must be measured against this aim. 

 

On completion of each learning and development activity, staff will be 

asked to complete a post-activity form to evaluate the particular 

developmental activity, to help define future learning requirements. 

 

This post-activity form will identify how our staff intend to put what they 

have learned into practice.  It will also identify whether the anticipated 

results were actually realised and what the business benefits will 

actually be. 

 

The form will also be used to encourage honest criticism where activities 

have failed to live up to expectations.  The feedback will be used to 

improve future delivery or make changes. 

 

Cost-effectiveness of training is an important element.  The costs of 

individual training events will be regularly monitored in terms of their 

impact on the business.  In time, future training programmes and types 

of delivery will be those deemed to be most cost-effective. 

 

A record of training for each employee will be maintained through their 

use of the record sheets accompanying their leave record so that it 

may be periodically reviewed by their line manager. These records will 

be collected quarterly by the CEO’s PA to allow a corporate position to 

be identified. 

 

9.0 APPROVED QUALIFICATION TRAINING PROGRAMME 

 

This Learning and Development Policy should be read in conjunction 

with the Approved Qualification Policy and Procedures. 



EQUAL OPPORTUNITIES FORM 

EQUAL OPPORTUNITIES MONITORING FORM 

The information provided on this form is not used to select applicants for jobs and all applicants 
are judged only on their ability to do the job for which they are applying.  To check on the 
effectiveness of our Equal Opportunities Policy, we record the gender, racial origin, marital status 
and any disability of people who apply for jobs.  To enable us to do this, we should be grateful if 
you would give the details about yourself which are requested below. 

The information that you provide will be kept secure and separate from your job application form. 
It will not be made available to the selection panel.  The information given will not be placed on 
your personnel file if you should be appointed. 

If you do not wish to answer this questionnaire, your application will not be affected in any way. 

1 Post applied for 

2 Where did you see this post advertised? 

3 I am Male Female 

4 Marital Status 

 Single Married Divorced

 Widowed Separated 

5 Ethnic Origin 

Do you consider yourself 
to be: 

Black White

 Mixed Other 
(Please specify) 

6 Would you describe your ethnic origin as: 

Bangladeshi Black African Black Caribbean 

 Black Other Chinese Indian 

 Pakistani White Other Asian 

 Other 
(Please 
Specify) 

7 Disability 

Do you have a disability? Yes No 

If yes please describe 

8 Are you registered 
disabled? 

Yes No

9 If you have a disability, what adjustments if any can we make to assist your application / 
interview / assessment 

FOR OFFICE USE 
 Reference No: 
 Date Received: 




