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Wellingborough Homes will work successfully with its customers 
and communities to provide great services and high quality living 
environments. 

 

Dear Applicant, 

Thank you very much for your interest in this post. On the following pages you will 
find details of the role and the selection process to assist you in completing and 
tailoring of your application. In order to apply you should submit: 

 An up-to-date CV which shows your full career history – we recommend that this 
is no longer than three pages;  

 A supporting statement explaining why you are interested in this role, detailing 
how you are a good candidate for this post and how you fulfil the person 
specification – we recommend that this is no longer than two pages;  

 The declaration form – but completion of the equalities section is not mandatory, 
this is requested for monitoring purposes in line with our commitment to equality 
and diversity. 

Please note that applications can only be considered if all the documentation is 
complete. Please send your application, preferably in MS Word format by email to: 
recruitment@whomes.org   

Applications must be received by 12 noon on Wednesday 16th August 2017.  

You will receive an acknowledgement of receipt of your application within two 
working days and we suggest that if after that time you have not heard from us, you 
telephone the office to ensure that it has arrived. Using a secure email address and 
putting the role title/organisation in the subject line reduces the chances of any email 
going into spam. 

Please do contact the recruitment team on 01933 231322 if you have any questions 
about the contents of this pack to help you decide whether to apply.  

Regards 

 

Sarah Hurst 

Head of Human Resources 

 
 
 
 
 

mailto:recruitment@whomes.org


 

 

Contents 
 

 
   Page No.  

 
1. About Wellingborough Homes ......................................................................................... 4 

2. Job Advert ....................................................................................................................... 5 

3. The Role ..................................................................................................................... 6-10 

4. Remuneration, terms and conditions ............................................................................. 11 

5. The recruitment timetable .............................................................................................. 11 

6. Further information ........................................................................................................ 11 

7. How to apply ................................................................................................................. 11 

Appendix one – diversity monitoring and declaration form ........................................... 12-13 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

About Wellingborough Homes 

 
 

 We are a locally based Housing Association in and around Northamptonshire with a 

commitment to: 

 

 Develop a diverse range of new homes to meet local needs. 

 Work with our customers to provide great homes and value for money 

services. 

 Invest in communities where it supports our customers and protects 

our business. 

 

Wellingborough Homes is a not for profit housing association.  

Mission  

Wellingborough Homes will work successfully with its customers and 
communities to provide great services and high-quality living environments. 

Corporate Objectives  

To deliver our mission, we adopted a four-year corporate plan in 2015 which is 

underpinned by four strategic objectives: 

 produce and use effective, high quality, accurate and timely data 

 ensure investments generate optimum social and financial value 

 reduce costs and drive efficiency 

 ensure operational performance is maintained at a high level 

 
 
 

 
 
 



 

 

2. The Job Advert 

Estate Services Operative 

Salary £18,500                   Hours: 37 per week         

This is a fantastic opportunity for an Estate Services Operative to join our Estate Services 
Team within Wellingborough Homes. As part of our Estates team, the successful applicant 
will undertake a wide range of general caretaking duties including minor internal and external 
property repairs, waste & refuse collection, removal and clearing, cleaning and preparing a 
range of properties for occupation and the on going cleaning and tidying of the internal 
communal areas, walkways and communal external landscaped areas. As well as 
developing, maintaining and improving communal grassed and landscaped areas and 
individual residential garden care and maintenance. 
 
To be considered for this post you must be able to demonstrate in your application: 

 Some experience in residential and/or parks & gardens maintenance OR experience 
of residential and/or commercial buildings maintenance  

 Proven track record of complying with safe systems of work in areas accessible to 
the general public and the use of personal protective equipment. 

 A proven track record of working as a team player  

 Some experience of working within a customer focused environment. 

 A proven track record of being at ease in a working environment where the priorities 
and tasks allocated change, sometimes at short notice, on a day to day basis; 

 Some experience in the safe operation of commercial electrical and mechanical 
grounds maintenance equipment.   

 Your physical fitness and strength should be such that you can lift awkward and 
heavy items [subject to any reasonable adjustments]. 

This is an annualised hours contract. An average working week is based on 37 hours 
(net) per week. You will be expected to work a certain number of hours over the year 
(37*52 = 1924) but your working hours may vary from week to week and from season to 
season 

Typically working hours fall within the framework Monday – Friday 08:00 – 17.30 but to 
meet operational needs you may reasonably be required to work outside of these hours 
(for example some weeks in the summer months you may be asked to work 5 or 6 days 
over 7 whereas in the winter months some weeks you might work 3 or 4 days over 5). 

Employees in the role of Estate Services Operative 

 Are required to participate in regular health surveillance, risk assessment and 
training relating to the activities within the role. 

 Must have and maintain a valid vehicle driving licence for the UK. 

 Are subject to on-going review of the findings of a basic Criminal Records 
Disclosure Statement, the findings of which must be acceptable to the reasonable 
requirements of the Association. 

 May reasonably be required to engage in relevant vocational learning and 
development programmes from time to time. 

CLOSING DATE: Your completed CV, Supporting Statement and Diversity Monitoring & 
Declaration form must arrive no later than 12pm Wednesday 16th August 2017. You can 
send your completed application to Recruitment@whomes.org or via post to Wellingborough 
Homes, HR Dept, 12 Sheep Street, Wellingborough, NN8 1BL

mailto:Recruitment@whomes.org


 

 

3. The Role 

 

Wellingborough Homes 

Job Description 

Post Title: Estate Services Operative 

Responsible to: Working Foreman / Estate Services Manager 

Responsible for: None 

Main purposes of the Job: 

The purpose of an Estates Services Operative [annualised hours] post is to help the Association 
meet its corporate objectives by providing a customer focused internal, external, caretaking 
services to the Association’s housing estates and other property/land within its ownership or 
management 

Activities within the role include but are not limited to: 

1. Provide landscaping and grounds maintenance services, which may include mowing lawns 
and grassed areas, weeding, pruning,  applying herbicide as instructed, planting, flowerbed 
maintenance. 

2. Undertake a wide range of other general caretaking duties including minor internal and 
external property repairs, litter picking, sweeping, waste & refuse collection and removal, fly 
tipping removal and correct disposal, clearing, cleaning and preparing a range of properties 
for occupation and the on going cleaning and tidying of the internal communal areas, 
walkways and communal external landscaped areas. 

3. Clear the overgrown gardens of individual properties as required and correct disposal of all 
green waste from such activities. 

4. Carry out some minor repairs of a basic, semi-skilled nature in line with agreed procedures. 

5. On the job supervision and coaching of apprentice estates caretaker from time to time as 
directed. 

6. Keep records and maintain equipment, tools, plant and sundry items in line with Association 
procedures. 

7. Where a vehicle is supplied, take responsibility for arranging upkeep and maintenance in 
line with Association procedures. 

8. Respond to enquiries and liaise with residents and other parties (such as contractors) on 
matters within your areas of responsibility. 

9. Meet or exceed performance targets and strive for continuous improvement to deliver a high 
quality service that generates excellent levels of customer satisfaction 

10. Encourage customer feedback on your service delivery including quality, timescales and 
overall performance. 

11. Contribute to the efficient flow of communications and develop effective working 
relationships with colleagues and with other external stakeholders, including 
Wellingborough Council to ensure that business needs are met and risks/opportunities are 
identified and managed. 

12. Promote the Association internally and externally so as to ensure a positive external image 
and a highly motivated workforce 



 

 

Corporate Responsibilities 

To actively and effectively promote the organisations corporate values of respect, trust, one team, 
efficient and effective and empowered.  Role modelling appropriate behaviours and acting with the 
highest level of professionalism and integrity. 

Play an active role in contributing to effective cross team working/departmental projects and provide 
cover for colleagues as required. 

To maintain confidentiality with personal information and data regarding our customers, employees 
and stakeholders at all times ensuring compliance with the Data Protection Policy. 

To ensure regulatory compliance and effective risk management within your role inline with the 
Risk Management Policy. 

To uphold the Associations commitment to Equality and Diversity. 

To be aware of your personal responsibilities regarding the Health and Safety at Work Act and 
ensuring that the Associations Health & Safety policy is adhered to in all aspects of your work. 

Act at all times within the organisation’s rules, policies, procedures, standing orders, financial 
regulations and Code of Conduct. 

 

Other 

This profile only contains the main accountabilities relating to the job and does not describe in detail 
all the duties and tasks required to carry them out.  The post holder may be expected to: 

 To carry out other duties not specified in the job description that are commensurate 
with this position, as requested from time to time  

 Occasional work outside normal office hours including some evenings and 
weekends. 

Job Descriptions are a snapshot of requirements at the time of writing; content may change from 
time to time to ensure that roles continue to meet the changing needs of the Association. 

 

Special Conditions: 

Physical 

Physical fitness and strength (for lifting items and operating electrical and mechanical equipment) 
and the use of equipment subjecting the user to hard arm vibration (including but not limited to 
grass cutting machinery and other buildings & estates electrical and mechanical equipment) are 
genuine occupational requirements of the role.  

Hazards 

The work includes the collection for safe disposal of waste from properties, gardens and communal 
areas which may, from time to time, include hazardous waste (e.g. discarded syringes and 
needles). Employees are required to participate in regular health surveillance, risk assessment and 
training relating to the activities within the role and to ensure their compliance at all times with safe 
systems of work, including but not limited to, operating, maintaining and storing equipment in 
accordance with manufacturer’s instructions and the use, care and maintenance of personal 
protective equipment. 

General 

Employees are required to participate in regular risk assessment and training relating to the 
activities within the role and to ensure compliance with safe systems of work, including but not 
limited to, operating, maintaining and storing equipment in accordance with manufacturer’s 
instructions. 



 

 

Hours and days of work  

The contract of employment is an annualised hours contract.  This means that the employee is 
contracted to work 1924 hours net (including entitlement to holidays) over each 52 week period.   

Typically those hours will be scheduled to be worked within the framework Monday – Friday 08:00 
– 18:00 but the Association reserves the right to schedule such reasonable working hours as 
required to meet operational requirements including evening and weekends. 

For example, due to the nature of the work, it may be necessary to use more than half of the 
available working hours during Spring and Summer months. On a week to week basis, particularly 
during the growing seasons, it may be necessary to schedule working hours taking into account the 
weather forecast, for an employee to undertake an “early shift” or “late shift”, or “weekend shift” 
such that might reasonable maintain gardens and communal areas to a standard acceptable to 
tenants and residents. 

All hours worked are paid at the basic rate of pay.  

Driving on Business 

The post holder must have a current and valid driving licence for manual gear box vehicles; the 
licence must be valid in the UK.   

The post holder may reasonably be required to meet the requirements of the insurance provider for 
the Association’s commercial vehicles [van and box van]. 

Employees in the role of estate caretaker: 

 Are required to participate in regular health surveillance, risk assessment and training 
relating to the activities within the role. 

 Must have, and maintain, a valid vehicle driving licence for the UK. 

 Are subject to on-going review of the findings of an Basic Disclosure Barring Service (DBS) 
check, the findings of which must be acceptable to the reasonable requirements of the 
Association. 

May reasonably be required to engage in relevant vocational learning and development 
programmes from time to time. 

 



  

Wellingborough Homes 
Person Specification – Estate Services Operative 

 
Essential Desirable 

How 
Assessed*  

Qualifications 
GCSE education or equivalent through relevant 
training/experience. 

PA1 & PA6 in safe use of pesticide. 
A 

Experience 

Experienced in residential and/or parks & gardens maintenance OR 
experience of residential and/or commercial buildings maintenance. 

 A/I 

Proven track record of complying with safe systems of work in 
areas accessible to the general public and the use of personal 
protective equipment. 

 A/I 

A proven track record of working as a team player.  A 

Experience of working within a customer focused environment.  A/I 

Experience in the safe operation of commercial electrical and 
mechanical grounds maintenance equipment. 

 A/I 

Skills/ 
Knowledge/ 
Behaviours 

Successfully completed a level 2 NVQ in a relevant topic or have a 
relevant vocational qualification in either horticulture/landscaping or 
buildings maintenance related subject. 

Knowledge and understanding of 
horticulture/landscaping. 

A 

Commitment to delivering high quality customer services and 
commitment to continuous improvement. 

 A/I 

Good numerical and analytical skills and an ability to understand 
and interpret information. 

 A 

Excellent verbal and written communication skills.  A 

Understanding and commitment to equality and diversity.    A/I 

Effective and positive relationships and networks with internal and 
external stakeholders. 

 A/I 

Ability to work under pressure, dealing with competing priorities.  A/I 

Good organisational skills and the ability to prioritise.  A 

Be committed to Personal Development and Learning.  A/I 



 

 

 
 
*A = Application               *I = Interview Stage 

 
Essential Desirable 

How 
Assessed*  

Other 

Willingness and able to work a flexible working week including 
occasional weekends and evenings. 

  

Basic Disclosure Barring Service (DBS) Statement (acceptable to 
Wellingborough Homes). 

  

Full Valid UK (or equivalent) Driving Licence.   
Your physical fitness and strength should be such that you can lift 
awkward and heavy items [subject to any reasonable adjustments]. 

  



 

  

4. Remuneration, terms and conditions 
The salary for this role is £18,500.00  
Main terms and conditions are below: 

 23 days annual  leave rising to 28 days with service  

 Pension: Social Housing Defined Benefit CARE scheme or Social Housing 
Defined Contribution scheme 

 Local Gym membership 

Note: A full statement of the main terms and conditions of employment will be supplied 
with any formal offer of employment. The above information may be helpful to applicants 
as a guide, but should not be treated as a substitute for a full contract and are subject to 
change. 

5. The recruitment timetable 
The recruitment timetable is as follows: 

Date Activity 

12pm on Wednesday 16th August 2017. Closing date 

 
6. Further information 

 
If you require any further information about this role please contact a member of HR 
team in the first instance on 01933 231322 or email Recruitment@whomes.org 
 
7. How to apply 
You are asked to submit the following documents to be considered for this role: 
 

i. A detailed CV including details of positions held (and dates); teams managed, 
budgets managed (if applicable) and key achievements, as well as 
qualifications. 

 
ii. A supporting statement addressing the Person Specification and evidencing 

your experience and knowledge.  
 

iii. Full contact details (name, job title, organisation, phone and email) for two 
referees (including your current employer). Please note we will not take up 
references without your prior permission. 
 

iv. A completed diversity monitoring and declaration form (attached at Appendix 
One and available in Word format on the Wellingborough Homes website 
address above). Please note, this information is for monitoring purposes only 
and will not be seen by the shortlisting panel. 

 
You can send your completed application to Recruitment@whomes.org or via post to 
Wellingborough Homes, HR Dept, 12 Sheep Street, Wellingborough, NN8 1BL   
 
We look forward to receiving your application before 12pm on Wednesday 16th 
August  2017. 
 

mailto:Recruitment@whomes.org
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Appendix One  
 

Equality and Diversity Monitoring Form 

Wellingborough Homes are committed to promoting equality and valuing diversity. 

APPLICANTS: The information you provide will be used for statistical purposes to enable us to gain a 
clear picture of the equality impact of our recruitment and selection policy. 

SUCCESSFUL APPLICANTS/EMPLOYEES: The information you provide will be used for statistical 
purposes to enable us to undertake Equality Impact Assessments and Audits. 

POST(s) APPLIED FOR:  

Year of application:  Month of application:  

SURNAME:  NAME:  

AGE: _  GENDER IDENTITY at birth 

Male _  Female _ 

GENDER IDENTITY today 

Male _  Female _ 

DISABILITY STATUS   

A disability is defined by the Disability Discrimination Act 1995 as “a physical or mental impairment which has a 

substantial and long-term adverse effect on your ability to carry out normal day to day activities”.  Disabilities can 

be hidden and include long-term conditions which can be controlled through medication, for example epilepsy, 

asthma, heart conditions, diabetes. Do you have a Disability? Yes: _  No: _ 

SEXUAL ORIENTATION    

Bi-sexual _ Gay _ Heterosexual _ 

Lesbian _ Other _ Prefer not to say _ 

ETHNIC GROUP 

Choose a section from A to E, then tick one box within that section that best describe your ethnic group or 

background. 

A – WHITE                                          

Welsh/English/Scottish/Northern 

Irish/British 

_ 

Irish _ 

Gypsy or Irish Traveller _ 

Any other White background  _ 
 

B – Mixed/multiple ethnic groups 

White and Black Caribbean _ 

White & Black African _ 

White & Asian _ 

Any other Mixed/multiple 

ethnic background  

_ 

 

C – Asian/Asian British 

Indian  _ 

Pakistani _ 

Bangladeshi _ 

Chinese _ 

Any other Asian 

background  

 

 

D – Black/African/Caribbean/Black British 

African _ 

Caribbean _ 

Any other Black/ African/ 

Caribbean background  

_ 

 

E- Other Ethnic Group 

 

Arab _ 

Any other ethnic group,  _ 
 

 

RELIGION OR BELIEF 

Tick one box that best describes your religion/belief. 

What is your employment status? 

Tick one box to best describe your current status. 

No religion _ Jewish _ 

Christian (including Church of 

England, Catholic, Protestant and 

all other Christian denominations) 

_ Muslim _ 

Buddhist _ Sikh _ 

Hindu _ Other _ 
 

 Career break 

returner 

_ Employed (zero contracted 

hours or casual) 

_ 

School, college or 

University leaver 

_ Employed (fixed term/temp) _ 

Unemployed _ Currently Employed by 

Wellingborough Homes 

_ 

Employed (full time) _ Apprentice/ Internship _ 

Employed (part time) _ Any other  _ 
 

 
 
 



 

 

Appendix one continued.  
 

DECLARATION BY APPLICANT 

 

Criminal Records  

It is Wellingborough Homes’ policy to require all applicants for employment with Wellingborough Homes to disclose 

all convictions which would be considered to be “unspent” under the Rehabilitation of Offenders Act 1974 

(Exceptions) Order 1975 and 1986.  The information you provide will be treated as strictly confidential and will be 

considered only in relation to your suitability for the post you are applying for. 

Offence Date of Conviction Sentence  

   

   

   

Driving for Work 

Please confirm below that you meet the outlined essential criteria for the role. 

Evaluation of our spend on advertising  

Where did you first see or hear about this job opportunity (please state below)  

 

 

 

 

 

Declaration by applicant  

 I confirm that to the best of my knowledge the information provided on this form is accurate 

and complete.   

 I understand that if any information is found subsequently to be incorrect and/or falsified, any 

job offer made to me may be withdrawn. 

 I confirm I have the right to work in the UK. 

 I understand that should I commence employment with the company and if any information 

on this form is found subsequently to be incorrect and/or falsified, I may be subject to 

disciplinary action which may result in the termination of my employment. 

NAME  

DATE  

 

Criteria Yes/No 

Full UK Valid Driving Licence  


