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Welcome from Nigel Tonge 1.

Chief Executive Candidate Brief 

Thank you for your interest in the post of Chief Executive for Thame and District Housing Association
(TDHA).  Our current CEO is retiring.  

The Association was founded in 1964 by a small group of local business people. They saw a fast-growing
need for special accommodation for older people, where they could maintain their independence in a
self-contained flat, free from the worries of maintenance, gardening and other chores which can be a
burden in later life.  It is very much a local organisation for local people.  

The aim of the Association is to provide sheltered housing for the area. We currently have 96 rental and
14 leasehold flats over four sites, three in Thame and one in Waddesdon, near Aylesbury.  

The Association is incorporated as a Registered Society under the Co-operative and Community Benefit
Societies Act 2014, is registered with the Regulator for Social Housing and is an exempt charity.  The
Regulator intends that tenants play a part in the running of housing associations and we have an active
Residents’ Association run by a committee elected by residents.

The role of CEO at TDHA provides the opportunity to work closely with the Board of Management on
governance and strategic direction, as well as involvement in day-to-day operations.  There cannot be
many housing associations where the CEO is in a position to know each resident by name!  

We have a small and committed staff team including our own maintenance and cleaning teams and
two Scheme Managers.  A structure chart is enclosed to show the staff positions currently in place and
their reporting lines.  We actively support our employees in undertaking continuing professional
development. 

As CEO you will find yourself involved in a wide range of activities, including the presentation of reports
to the Board, helping a resident with a problem, answering the telephone, drafting management
accounts and/or financial statements, drawing up budgets and submitting Statutory and Regulatory
returns. 

We have a continuing programme of property maintenance and repair which is ultimately overseen by
the CEO. The Association recently purchased an adjoining site with an existing building.  Currently the
project for conversion of this into three flats is at the stage of tendering.  The planning consent includes
the building of two new residential units which will follow on after conversion. 

Administratively, duties will include preparing for implementation of the Social Housing White Paper,
driving forward the National Housing Federation’s “Together with Tenants” initiative, planning our
approach to sustainability and the carbon neutral agenda, and working with the Board to adopt the
latest Code of Governance. 

Our outgoing CEO tells me that it is the people, variety and detail which make it such an enjoyable and
satisfying job. 

I am looking forward to meeting candidates who would relish such a role and have the vision to take
the Association forward as we seek to uphold what we have achieved, whilst ensuring we keep pace
with changes in regulation and legislation.

Nigel Tonge
Chairman   



4

2. Role Profile and Specification

Chief Executive Candidate Brief 

Job Title: Chief Executive

Responsible to: The Chairman and Board of Management 

Responsible for: All staff; direct reports being the Facilities Manager, Finance & Administration
Officer, Treasurer, and Scheme Managers.

Purpose of job: To be responsible to the Board of Management for the effective leadership,
performance and development of Thame and District Housing Association that it may
continue to be a viable, effective, efficient and high quality service oriented organisation across
all areas of its operation.

1. Essential duties:  

1.1. The essential duties of the Chief Executive are to: 

a) act in the best interests of the organisation;
b) assist and advise the Board in determining the organisation’s strategies, policies and
business planning;
c) manage the affairs of the organisation in accordance with the vision, values and objectives
of the organisation, and the general policies and specific decisions of the Board;
d) draw the Board’s attention to matters that it should consider and decide;
e) ensure that the Board is given the information necessary to perform its duties and, in
particular, that the Board receives advice on matters concerning compliance with its
governing instrument, the law and the need to remain solvent;
f) ensure that proper systems of financial control, risk assessment and risk management, and
legal and regulatory compliance are established and maintained, and that regular reports on
these are provided, at least annually, to the Board;
g) supervise, with the guidance of the Chair, the preparation of documents for consideration
by the Board;
h) support the Chair to ensure that the business of the Board is properly conducted;
i) ensure that relationships between the senior staff and the Board are positive and focus on
the business of the organisation;
j) lead and manage the staff of the organisation and ensure that their performance is
appraised;
k) represent the organisation as appropriate.
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2. Role Profile and Specification

Chief Executive Candidate Brief 

a) members are notified of meetings in due time, issuing reports in advance of the meetings,
and taking and circulating minutes; 

2. Company Secretary Duties

2.1. The Chief Executive shall act as Company Secretary to the Association, as defined by the
Rules, ensuring:

b) records of shareholders are maintained and attendance at meetings is recorded;
c) the Association’s rules are followed and updated as necessary;
d) all statutory returns are submitted within the required timescales;
e) all other Company Secretary duties are fulfilled in a timely manner, and records are kept, in
accordance with relevant legislation and regulation.

3. Housing Management

3.1. To deal with all aspects of lettings from notification of vacancy to the resident moving in.
3.2. To facilitate resident engagement, through regular resident meetings and other methods
as may be deemed appropriate.
3.3. To ensure statutory notices are delivered on time.
3.4. To follow up on and collect rent arrears.
3.5. To assist residents in applying for state benefits where necessary. 

4. Human Resources

4.1. To handle all aspects of HR work necessary for a small workforce, liaising with experts as
required to ensure risk to the Association is minimised.
4.2. To ensure payroll data is submitted accurately and on time to the payroll provider and that
staff are paid on time each month, with statutory payments made on time.
4.3. To manage staff recruitment.
4.4. To ensure annual appraisals are carried out for all employees and that all staff are
supported through regular training and management supervision.

5. Finance and Insurance

5.1. To ensure the Association conforms to its Financial Regulations, updating these as
required. 
5.2. To draw up annual accounts in accordance with the prevailing Statement of
Recommended Practice (SORP).
5.3. To prepare quarterly management accounts, to set budgets, rents and service charges and
to oversee all other aspects of financial recording and reporting, liaising with the Treasurer.
5.4. To arrange and ensure the annual audits are carried out in a timely manner.
5.5. To manage the Association’s bank accounts, being a signatory.
5.6. To ensure adequate insurance cover is in place and premiums are paid on time.
5.7. To deal with insurance claims.
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2. Role Profile and Specification

Chief Executive Candidate Brief 

6. Administration and Management

6.1. To carry out administration tasks as necessary to ensure the Association has the resources
it needs to operate.
6.2. To prepare, print and issue documents as required.
6.3. To ensure TV Licences are applied for on time and records are maintained.
6.4. To be the contact with the umbrella body for the Disclosure and Barring Service.
6.5. To be the designated person for registration under GDPR and the Data Protection Acts.
6.6. To participate in the SHAPE benchmarking group.
6.7. To facilitate development opportunities should they arise.
6.8. To provide cover for the Facilities Manager, Finance & Administration Officer, and Scheme
Managers as required.

7. Health & Safety

7.1. Work in a safe manner and help to promote safe working practices, operating at all times
within the requirements of Health & Safety at Work legislation.

8. General

8.1. Promote a caring, helpful and unbiased attitude towards all residents, colleagues and
members of the general public and to maintain professional standards in all such dealings. 
8.2. Play an active role in the ‘team approach’ to all aspects of the Association’s activity and
provide such cover for absent colleagues as may be reasonably requested.
8.3. Actively promote and implement the Association’s Equality Policy in all aspects of the post
holder’s work and in dealings with residents, colleagues and outside agencies.
8.4. Respect and maintain confidentiality of information and files in accordance with GDPR
the Data Protection Acts.
8.5. Actively participate in the Association’s supervision and appraisal process.
8.6. Comply with the Association’s policies, procedures and financial regulations.
8.7. Act in accordance with regulation as required by legislation and the Association’s
regulators. 
8.8. Attend meetings, conferences and training courses as required.
8.9. Carry out other duties and responsibilities not specifically identified in the job description
but which are in line with the general responsibilities of the post. 

April 2021

Thame and District Housing Association Ltd reserves the right to amend this job description as
necessary, after consultation with the post holder, to reflect changes in or to the role.
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2. Role Profile and Person Specification

A track record of achievement in senior management positions in a Housing Association
or similar organisation, preferably with a particular focus on development, business
planning and related funding  
A relevant professional qualification in housing or finance or evidence of significant
relevant experience 
Proven competency at a senior level in finance 
A strong awareness of the governance of housing associations and the regulatory
environment in which they operate 
Ability to advise the Board on strategic issues facing the organisation and to implement
policy decisions 
A high degree of competency with standard IT software packages, including Word,
Excel, Outlook, Housing Management, and Accounting software 
Able to produce clear, concise reports 
Knowledge of statutory responsibilities relating to Health & Safety at work 
Knowledge of social housing legislation 
Able to work independently, prioritise effectively & meet deadlines 
Able to handle and maintain confidential information  

Experience of senior management in a small to medium sized business 
Experience of operational management in delivering a cost effective service 
Experience of managing change and risk 
Previous experience of working in a housing association 

A team player 
A positive approach to work and life, willing to take responsibility for own actions 
Open and honest, with a strong sense of integrity 
Hardworking, flexible and willing, with a positive attitude 
Committed to equality and diversity 

Holder of a valid driving licence and access to a vehicle 
Willingness to work additional hours on occasions 
Willingness to travel to relevant training courses and/or meetings 
Willingness to be flexible with working hours on occasions 
Willingness to participate in the out of hours on-call service 

Essential Criteria

Job related knowledge, aptitude and skills:

Experience:

Personal qualities:

 
Other:

Chief Executive Candidate Brief 
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2. Role Profile and Person Specification

Essential Criteria
 

TextA basic knowledge of technical building construction and development processes
Knowledge of welfare benefits

Experience of working within a voluntary committee structure
Experience or awareness of the special requirements of older people, the challenges of
increasing dependency, the support available and an empathy with their daily needs

Desirable Criteria

Job related knowledge, aptitude and skills:

Experience:

Chief Executive Candidate Brief 
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3. Structure Chart

Chief Executive Candidate Brief 
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4. Making your application

Chief Executive Candidate Brief 

Making your application

Thank you for your interest in the role of Chief Executive with T&DHA. 

Hilary Channing Associates have been engaged to manage the recruitment process and as
such all applications should be emailed to Hilary@hilarychanningassociates.co.uk

Please read through these brief guidance notes prior to making your application so that you
are clear on our requirements. 

Your CV
Please keep this concise and a maximum of 4 sides of A4.  When you’re providing information
about your past employment, please clearly explain any employment gaps and ensure it is
tailored to this role and application.  Please check the contact numbers and email provided
are correct and that we have your home address.  
  
Your Supporting Statement
Please keep to a maximum of 2 sides of A4.  This is your opportunity to demonstrate your
suitability for the Chief Executive role and your motivation for applying.  In doing so we would
like you to focus your statement broadly around the requirements in the Person Specification,
specifically outlining what the added value of your appointment would be to T&DHA.  Short
examples of relevant achievements are also helpful.   

Once you have your CV and Supporting Statement ready, there is Declaration Form on our
website which needs to be completed and an Equality and Diversity Form which you are
invited to complete. 

The closing date for applications to be considered is by 9am on Monday 7 June 2021.  
 
We will acknowledge your application within 24 hours of receipt, so in the event you do not
receive this acknowledgement, please let us know so that we can check.    Please note that
proof of emailing does not mean proof of receipt and please can you check your junk file for
emails.  If you can mark our email below as a safe one, we can communicate easily.   

Please take time to review our Privacy Statement on our website before making your
application.  This will tell you how we hold and use your information.   

If, having read all the information, you would like an informal chat with Hilary Channing please
email Hilary@hilarychanningassociates.co.uk or call 07718 627740. 

We look forward to receiving your application.

Hilary Channing
Managing Director, Hilary Channing Associates 

mailto:Hilary@hilarychanningassociates.co.uk
mailto:Hilary@hilarychanningassociates.co.uk
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5. Recruitment Process and Key Dates

Chief Executive Candidate Brief 

The adverts will be closing for applications on Monday 7 June at 9am so please ensure you
submit your application as early as possible. Candidates who are longlisted by the Selection
Panel will be invited to attend an initial interview with Hilary Channing, MD Hilary Channing
Associates and Angie Menary, Chief Executive T&DHA. 

Candidates who are shortlisted from these interviews will be invited to a ‘Meet and Greet’ with
members of the Board.    

The final interview will be with the Board Selection Panel.  

Recruitment Stage
 

Closing date for receipt of applications

Initial Interviews 

Meet and Greet with Board Members 

Final Interview 

Dates
 

9am Monday 7 June 2021

15 June 2021

28 June 2021 (pm)

30 June 2021
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6. Summary of Key Terms
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Salary:                   £55,000 - £60,000 per annum

Pension:                SHPS Pension.  TDHA matches employee contributions from 5% (minimum) 
                               to 8%.  There is no maximum for the employee.  
                               There is also life cover, currently at 3%.

Hours:                     35 hours per week 

Location:               Thame, Oxfordshire

Annual Leave:     25 days plus Bank Holidays

Notice Period:      3 months after successful completion of probationary period



Chief Executive 
£55k - £60k based in Thame, Oxfordshire

This is a great opportunity to lead, manage and develop a small housing association providing
sheltered housing for independent older people.  We have four schemes in Thame, Oxfordshire
and one in Waddesdon Buckinghamshire.  There are 96 sheltered rental properties and 14
leasehold flats. 

Our current Chief Executive, Angie Menary has been at the helm of Thame & District Housing
Association for the last eight years and will be retiring in October 2021.  We are looking to
appoint a Chief Executive who will build on the firm foundations that have been established
over the years and drive us forward. 

You will lead a small, committed team and be comfortable with a hands-on approach
managing operational issues and ensuring the provision of high levels of customer service,
good quality safe homes and value for money for our tenants.  

You will need strong general business acumen, a track record of achievement at a senior level,
preferably within a housing association or similar organisation and be able to evidence a
practical understanding of governance, risk and the regulatory landscape.

A finance qualification or strong financial skills would be advantageous. 

If you have excellent relationship building and communication skills, a strong commitment to
resident engagement and enjoy delivering excellent customer satisfaction, please visit
www.hilarychanningassociates.co.uk/vacancies to view the Candidate Brief.

Closing date for applications: 7 June 2021

Whilst we make every effort to provide accurate information in this Candidate Brief, we do
not take responsibility for any errors of omission or inaccuracy which may arise.   If you need
clarification on any point, please raise this directly with our client.  Thank you.
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