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PROPERTY SERVICES OFFICER
APPLICATION PACK 
SEPTEMBER 2026

All requested forms and information to be returned to 
janice@ruchazieha.co.uk
or posted to 
Janice Shields
Director
24 Avondale Street
Glasgow G33 3QS

No later than Thursday 8th October at 12noon. Any applications received after that date will not be considered. 
Interviews will take place w/c 12th October in person at our office at 24 Avondale Street, Glasgow G33 3QS
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Thank you for your interest in the role of Property Services Officer at Ruchazie Housing association. 
In this pack you will find
· Some information about Ruchazie Housing Association (further information can be found on our website at www.ruchazieha.co.uk
· A summary of our terms and conditions 
· A CV declaration which you should return with your CV along with the Equalities declaration.
· An Equalities monitoring form which we ask you return with your CV and CV declaration 
· The Job Description.
· The Person specification – these requirements should be demonstrable in your CV.
Please read all the information carefully prior to completing your application. 
If you would like any further information, please get in touch, my contact details are on the bottom of this page. 
Janice 




Janice Shields – Director 
Email: janice@ruchazieha.co.uk
Telephone 0141 774 4433
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RUCHAZIE HOUSING ASSOCIATION 
About us 
Ruchazie Housing Association is a community based organised based in the North East of Glasgow. We pride ourselves in delivering a local service for our tenants, residents and customers. 
We are committed to providing safe, warm and affordable homes and services that help customers and communities thrive. We invest in existing homes, deliver new supply, and work with partners to improve neighbourhoods—balancing quality, safety, affordability and long-term sustainability.
As a regulated organisation, we are accountable to our customers, our Board, funders and regulators. We value transparency, strong governance and inclusive decision-making.
Our Staff
Director - Janice Shields
Housing Officer – Lisa Wilson
Finance Officer - Moira Smith
Property Officer – vacant 
Customer Services Assistant -  June Cartwright ( Temporary)

Our Management Committee
Ruchazie Housing Association is run by a voluntary committee members.  Currently we have 11 members on our Committee. 
Our values are:
Respect 
Understanding 
Community
Helpful
Approachable
Zero Tolerance 	
Integrity
Equality

Our Values
We are passionate about what we do and have core commitments aligned to those values as a staff team.  We CARE 
· We will be Courteous in every interaction 
· We will be Accountable for every decision we make 
· We aim to always do the Right thing
· We will continue to deliver an Excellent service  






















[image: ]
The role
As a Property Services Officer, you’ll be a key point of contact for customers across a patch of homes. You will manage our repairs service including planned and cyclical maintenance programmes, support tenants to sustain their homes, and work with colleagues and partner agencies to resolve issues early—always balancing empathy with clear expectations and fair decision-making.
What you’ll bring (values & behaviours)

· Respect and empathy: you listen carefully, communicate clearly, and treat people with dignity—especially when conversations are difficult.
· Integrity and fairness: you apply policies consistently, record decisions accurately, and are confident explaining the “why”.
· Ownership: you follow issues through, keep promises, and proactively manage risks (including safeguarding concerns).
· Community mindset: you build constructive relationships with customers, colleagues, contractors and partner agencies.
· Continuous improvement: you look for better ways to work, use data and feedback, and contribute ideas that improve services.

What you’ll do (key responsibilities)
Support the Director to deliver services
· Ensure that the repairs service is delivered to achieve the best outcomes for tenants and the Association

· Manage allocated budgets achieving value for money and meeting financial and audit requirements 

· Minimise rent loss through good working practices and working in partnership with contractors and colleagues.

· Ensure that contractors meet targets set and report to management Committee on outcomes. 
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Benefits & Support at Ruchazie Housing Association
At Ruchazie we value all our team, tenants and customers and we are committed to providing a supportive and rewarding work environment. Our staff enjoy a range of benefits designed to promote wellbeing, career development and work-life balance. 
Salary 
Ruchazie HA are members of EVH. Salaries are paid in line with those negotiated by EVH with Trade Unions on behalf of the Association. 
Pension Scheme 
We offer access to the SHAPS Defined Contribution Pension Scheme, with flexible options:
· Employee contributions: 3% to 12%
· Employer contributions: 6% to 12%

Career Development
We invest in your growth. Whether you are looking to enhance your current skills or progress into management, we will support you with access to:
· Professional qualifications
· Vocational training
· On-the-job learning opportunities

Annual Leave
Our generous leave package includes:
· 40 days annual leave and public holidays (as set by Employers in Voluntary Housing - EVH) Leave is pro-rated for part-time staff and runs from 1 January to 31 December.

Family-Friendly Policies
We understand the importance of balancing work and personal life. We offer:
· Home working days 
· Support for changing personal circumstances
· Maternity, Paternity & Adoption Leave
· We provide enhanced support for parents and carers, including:
· Generous leave arrangements above statutory minimums
· Continued recognition of your contribution during leave periods 
· Flexible working arrangements

Special Leave
Staff can apply for additional time off in specific circumstances. Special leave may be granted with or without pay, depending on the situation.

Company Sick Pay
We provide paid leave during absence depending on your length of service. Sick leave on full pay will be paid for a period between 5 and 26 weeks in any 12-month rolling period (subject to your length of service) and thereafter sick leave on half pay.

Eye Care Support
We provide you an allowance each year, which you can apply for towards spectacles that you require for VDU use.  The amount is set by EVH annually. 

Employee Assistance Programme (EAP)
Balancing the demands of work and your personal life is not always easy.  Our Employee Assistance Programme is a free confidential 24-hour service providing specialist support and information for you and your immediate family on life management, health information and personal support for the times when you need it most.

Our Recruitment Process

Selection Process
Once the job advert is closed, your information will be sent for shortlisting to the recruitment panel. You will be notified whether or not your application will be progressed to the next stage of the selection process. The selection process varies between roles but as a minimum normally includes an assessment of the application form/personal statement and a competency based interview. Further information may be provided during the recruitment process. 


Pre-appointment Checks
If you are successful, we will complete enquiries into employment history, qualifications, and relevant disclosure check to ensure that you are qualified and suitable for the appointment. 
When the pre-employment enquiries are satisfactorily completed, we will make you a formal offer of appointment and you to take up the appointment as soon as possible, subject to any notice period you may have with your current employer. 

Criminal Convictions 
For most roles, successful candidates will be subject to a Disclosure check prior to an offer of employment being confirmed. The level of Disclosure check is role specific.   You will be sent a Criminal Conviction Declaration Form along with your invite to interview, which you must complete and return.
Induction
Successful candidates will be enrolled onto our Induction Programme for the first three months into your role.

Probation
We operate a probationary period for all new employees which forms part of the contract of employment. This is managed in conjunction with our Induction Process

Data Protection Act 2018 and the General Data Protection Regulation (GDPR)
Personal information that you provide during any stage of the recruitment and selection process will be treated in accordance with the Data Protection Act 2018 and the General Data Protection Regulation (GDPR). 

Equality & Diversity
We are committed to ensuring that everyone in here, and those who encounter the organisation, including prospective candidates and job applicants, are treated fairly, with dignity and respect.  Ruchazie Housing is committed to advancing equality of opportunity in recruitment and selection, regardless of age, disability, race, religion or belief, marital or civil partnership status, pregnancy or maternity, gender reassignment, gender, sexual orientation or any other personal characteristic or status. 
Blind Recruitment
To ensure we support this commitment, our selection approach before the interview stage is managed anonymously, commonly referred to as ‘name blind’ recruitment. This means that your personal details will be removed from your application during the shortlisting process. 

Disability & Reasonable Adjustments
All candidates who consider themselves to be disabled in terms of the Equality Act 2010 and who meet the essential minimum criteria for the post, will be progressed to the next stage of the selection process. 
We will also ensure that we consider and implement any reasonable adjustments you may require to participate in the selection process or during the course of your employment, should you be successful in securing a post. Please ensure that you notify us of any reasonable adjustments’ requests at the earliest possible opportunity to allow us to make the necessary arrangements. 

Diversity Monitoring 
The application process includes an Equal Opportunity Monitoring Form. The information you provide here will be treated in the strictest confidence and will be retained for monitoring purposes. Apart from our Director, who is responsible for HR procedures, it will be kept separately from your application form and will not be made available or disclosed to those involved in the selection decision. 

________________________________________________________________________
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CV DECLARATION 
POST : HOUSING SERVICES OFFICER
PLEASE COMPLETE ALL SECTIONS
For information on how we process your personal data, please find enclosed as a
separate document our Staff and Applicant Privacy Notice. 

	Section 1 – Personal Details


	Surname:

	
	Initial
	

	Address:

	


	Post Code:

	
	Email address
	

	Daytime Phone Number
	
	Work Phone Number
	

	May we contact you at work if you currently have a day job?

	☐ Yes
	☐ No

	Do you hold a full current driving licence? 
If yes, we may ask you for permission to carry out checks with the DVLA.
	☐ Yes
	☐ No

	If shortlisted for interview, are there any restrictions on when you can attend for interview?
	☐ Yes
	☐ No

	If yes, please specify:



	Section 5 – Referees 


	Your referees will include your present (or most recent) employer.  Please identify below the person in your organisation who is authorised to confirm your employment and the details given in your application.  Please identify a second referee who may have a closer knowledge of your skills, knowledge, and abilities and who may offer an opinion on your suitability for this post.  You should not use family members or friends.  Note that references will only be taken up for preferred candidates following interview.


	Name:
	
	Name:
	

	Position:
	
	Position:
	

	Company:
	
	Company:
	

	Address:
	
	Address:
	

	Telephone No:
	
	Telephone No:
	

	Mobile No:
	
	Mobile No:
	

	Email:
	

	Email:
	

	Type of Referee:
	Academic                 ☐
Work                          ☐
Character                      ☐
Other                           ☐
	Type of Referee:
	Academic                 ☐
Work                          ☐
Character                      ☐
Other                           ☐



	Section 6 – Declarations  


	Declaration of interest

	Are you related to / know any existing Ruchazie Housing Association Board Members or staff?
	☐ Yes
	☐ No

	If yes, please give the name of the person and relationship:



The declaration will not necessarily debar an applicant but is required to tie in with the requirements of our Code of Conduct for Staff and will be dealt with in confidence.

	Rehabilitation of Offenders Act 1974

	Criminal Convictions/Cautions
The Rehabilitation of Offenders Act 1974 provides for many people who have been convicted of/cautioned over certain criminal offences the opportunity to have no need to refer to these convictions/cautions or the circumstances relating to them in the course of their daily lives. Certain convictions/cautions can, therefore, be regarded as “spent” after the lapse of a period of years under the terms of the Act.  Ruchazie Housing Association is exempt from the 1974 Rehabilitation of Offenders Act (Exclusions and Exception) (Scotland) Order 2003. This means that unless stated in the job description, person specification or application pack, you must tell us about any previous convictions either classed as ‘spent’ or ‘unspent’. This means that all previous convictions/cautions must be declared. If you are offered employment, any failure to disclose such convictions/cautions could result in dismissal or disciplinary action. Any information given, however, will be completely confidential and will be considered only in relation to the post to which this application refers. 
(Please mark the appropriate box below)  

	I declare that I have: ☐ No previous convictions ☐ Previous convictions – details of which are:

	If previous convictions, please provide details here:

	





	Immigration, Asylum and Nationality Act 2006

	 Ruchazie Housing Association has a legal obligation to ensure that it does not employ any worker who does not have the right to work in the UK. We are required to check the entitlement to work in the UK of all prospective employees, regardless of nationality or job category. If you are successful in obtaining employment within Ruchazie Housing Association, you will be required to provide evidence of your entitlement to work in the United Kingdom.

	Working in the UK: The reason for these questions is our need to determine whether permission to work in the UK is required. Please mark an x in the appropriate box below.

	Do you hold a British or European Economic Area passport? (If your answer is yes, you do not need to answer the following question).
	☐ Yes
	☐ No

	Do you require a work permit to work in the UK?
	☐ Yes
	☐ No

	Disability

	 Ruchazie Housing Association is committed to the employment and career development of disabled people.  The Equality Act 2010 defines a disabled person as someone who has a physical or mental impairment, which has a substantial and adverse long-term effect on their ability to carry out normal day-to-day activities.  

	Please specify any special requirements you require if chosen for interview.

	





	Declaration

	The information provided by you in your CV, cover letter and on this form and any supplementary forms will be used to assist with the process of recruitment in accordance with Ruchazie Housing Association’s Recruitment and Selection Policy.

Declaration:

Please read the following points and sign below when you have completed your form:

· I have completed this form and the details I have supplied are, to the best of my knowledge, true and complete and I have not withheld any relevant information.
· I authorise you to obtain references to support this application if I am identified as a preferred candidate.
· I understand that details of educational qualifications, membership of professional bodies and referee reports may be verified through the establishments and individuals I have indicated.
· I understand that if I have made any false statements or omitted information, I am liable to have my application rejected, or if appointed, liable to disciplinary action which may result in dismissal on the grounds of dishonesty.
I declare that I have no previous convictions or have identified any I have above.

	
Signature of applicant:                                                              Date:





We appreciate the time taken to complete this form and we thank you for your interest in Ruchazie Housing Association. Please return to janice@ruchazieha.co.uk 




_________________________________________________________
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Ruchazie Housing Association Equality, Diversity & Inclusion Monitoring Form

Why we are asking for equality information?

We are committed to equal opportunities in employment ensuring that no job applicant or employee receives less favourable treatment because of age, disability, gender reassignment, marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex or sexual orientation. 

If you wish to assist us in achieving a diverse workforce, and advertising our vacancies appropriately, please complete the following questionnaire. If you do not wish to complete the form, this will have no bearing on any selection decisions.

All information will be treated in the strictest confidence, processed anonymously and separately from any application form you submit. The information will not be provided to or shared with the shortlisting or interview panel.

Age

	Please tick  the band for your age:

	16–24
	
	25–34
	

	
	35–44
	
	45–54
	

	
	55–65
	
	65+
	

	Prefer not to say 
	



Belief or religion
 
Please tick  the box which best describes your belief or religion from the list below?

	Buddhism:
	

	Christianity
	

	Catholic:
	
	Protestant:
	
	Other:
	

	Hinduism:
	

	Islam:
	

	Judaism:
	

	Sikhism:
	

	Other religion (please state what this is): 
	

	No specific belief in religion (for example, atheism or agnosticism):
	

	Other belief (for example, humanism):
	

	Prefer not to say
	


[bookmark: _Hlk97929025]
Disability

	Are you a disabled person?  
	Yes
	
	No
	



If yes, please tick  the box which category you would use from the following list:

	Autoimmune: (for example, multiple sclerosis, HIV, Crohn’s/ulcerative colitis)
	

	Learning difficulties: (for example, Down’s Syndrome)
	

	Mental health issue: (for example, depression, bi-polar)
	

	Neuro-divergent condition: (for example, autistic spectrum, Dyslexia, dyspraxia)
	

	Physical impairment: (for example, wheelchair-user, cerebral palsy) 
	

	Sensory impairment: (hearing impairment) 
	

	Sensory impairment: (visual impairment) 
	

	Other: If none of the categories above apply to you, please specify the nature of your impairment.
	

	Prefer not to say
	



Please tick  all that apply
	Are you a current Tenant?  
	Yes
	
	No
	

	Are you a current member of Staff?
	Yes
	
	No
	

	Are you a current Management Committee Member?
	Yes
	
	No
	



Ethnicity 

Please tick  the box that best describes your particular group. 

African
	 African, African Scottish or African British:
	

	Other African background (please specify):
	



Asian, Scottish Asian or British
	Bangladeshi, Bangladeshi Scottish or Bangladeshi British:
	

	Indian, Indian Scottish or Indian British:
	

	Pakistani, Pakistani Scottish or Pakistani British:
	

	Chinese, Chinese Scottish or Chinese British:
	

	Other Asian background (please specify):
	



Black or Caribbean
	Caribbean, Caribbean Scottish or Caribbean British 
	

	Black, Black Scottish or Black British
	

	Other Caribbean or Black background (please specify)
	



Mixed groups
	Mixed or multiple ethnic group (please specify)
	



White
	English
	

	Gypsy Traveller
	

	Irish
	

	Polish
	

	Roma
	

	Scottish
	

	Welsh
	

	Other British
	



	Other group: 
	Yes
	
	No
	

	Please specify your ethnic group
	



	Prefer not to say:
	


Marriage and civil partnership  

	Are you presently in a civil partnership?
	Yes
	
	No
	

	Are you presently married?
	Yes
	
	No
	

	Prefer not to say 
	



Pregnancy and maternity

	Are you pregnant?
	Yes
	
	No
	

	Have you taken maternity or paternity leave in the past year?
	Yes
	
	No
	

	Prefer not to say 
	



Please use the space below to advise us if you have any particular requirements. 
	




Sex

	What is your sex?
	Female
	
	Male
	
	Intersex
	

	Prefer not to say 
	



Please use the space below to advise us if you have any particular requirements. 
	



Gender re-assignment (trans/transgender)

	Do you consider yourself to be a trans person?
	Yes
	
	No
	

	Prefer not to say 
	



Please use the space below to advise us if you have any particular requirements. 
	





Sexual orientation

What is your sexual orientation?
	Bisexual
	

	Gay man
	

	Heterosexual/straight
	

	Lesbian/gay woman
	

	Other
	

	Prefer not to say
	



Please use the space below to advise us if you have any particular requirements. 
	










___________________________________________________________________
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PROPERTY SERVICES OFFICER
JOB DESCIRPTION
	Role Title:

	Housing Services Officer
	Reporting To: 
	Director and Management Committee

	Grade:
	EVH Grade 7
	Date:
	September 2026

	Job Purpose:
The Property Services Officer is a key operational staff member for the day-to-day running of the service, with a focus on repairs, estate management, dealing with complaints and ensuring all properties are maintained to the highest standard including compliance with legal requirements. 
In a small organisation, the post holder will be required to have a generic approach to other tasks supporting colleagues to deliver services to a high standard. 



1.	Job purpose 
1.1	To carry out a full range of Housing property and maintenance duties with minimum supervision. 
1.2	To provide an efficient and effective estate management and cost effective, good quality repairs and maintenance service for residents to the highest possible standard.
1.3	Provide effective, responsive customer focused repairs service that delivers for the needs of the Association and its customers. 
1.4	To meet specific work targets as agreed by the Director.

2.	Key Activities
-	Support the Director to deliver services
-	Ensure that the repairs service is delivered to achieve the best outcomes for tenants and the Association
-	Manage allocated budgets achieving value for money and meeting financial and audit requirements 
-	Minimise rent loss through good working practices an working in partnership with contractors and colleagues.
-	Ensure that contractors meet targets set and report to management Committee on outcomes. 

3.	Specific Duties 
3.1	Contractors 
-	Ensure contractors are suitable qualified and that the relevant documents are of file and up to date, to include all health and Safety Information and documents relating to GDPR. 
-	Maintain the list of contractors 
-	Monitor contractor performance.
-	Hold bi-annual meetings with contractors to report on performance
-	Prepare reports for Committee on proposed contractors 

3.2	Estate Inspections 
-	To carry out regular inspections of estate and retain reports
-	Monitor contractor performance 
-	Meet with contractor to resolve complaints 

3.3	Repairs
-	Raise job lines to approved contractor on Associations computerised system 
-	Evaluate and action repairs requests 
-	Carry out pre- inspections to determine work required 
-	Carry out post inspections to confirm completion of work 
-	Scrutinise contractors’ invoices for accuracy
-	Identify rechargeable repairs and insurance claims in line with the Association’s repairs and Maintenance Policy
-	Monitor response times for completing repairs, measure contractor performance.   
 	
3.4	Planned and cyclical maintenance 
-	Assist the Director and external consultants to identify projects in line with the association’s stock condition survey and planned maintenance programmes. 
-	Co-ordinate and monitor planned and cyclical maintenance programmes including the annual servicing of gas boilers to properties. 

3.5	Void properties 
-	Inspect and instruct identified repairs to void properties, monitor progress and ensure all works completed as quickly as possible to minimise void loss. 
-	Liaise effectively with Housing Officer to ensure prospective tenants can view void property early to minimise rental loss.
  
  
3.6	Out of Hours 
-	Respond to out of hours calls as necessary and occasionally attend on site if the situation arises. 
-	Attend as necessary out of hour’s committee meetings, resident’s association meetings, training courses, seminars and conferences. 
 
3.7	Estate and Property Management 
-	Carry out regular estate and close inspections and order necessary repairs. 
-	Oversee landscape contractor and report and instruct any remedial works. 
-	Liaise closely with Housing Management Staff on estate management issues and services. 
 
3.8	Special Services 
-	Oversee specialist contractors that maintain specialist equipment in our homes
-	Maintain records and logbooks for special service contractors and ensure all documentation is in order. 
 
3.9	Customer Care  
-	Respond to all the Association customers (tenants, owners and others) in a prompt, polite and efficient manner and deal with any complaints as per the housing associations complaints handing policy and procedure. 
-	Where required assess customer satisfaction with the repair and maintenance service and co-ordinate the production of information leaflets about the service. 
-	Ensure that the Associations repairs and maintenance service achieves agreed performance standards. 
 
3.10	Miscellaneous 
-	Work closely with all other staff from the Association to ensure the delivery of all services is efficient and effective to all its customers. 
-	Carry out other specific tasks as instructed by the Director.
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PERSON SPECIFICATION
PROPERTY SERVICES OFFICER GRADE 7
	REQUIREMENT

	
	

	EDUCATION AND QUALIFICATIONS 
	Essential
	Desirable 

	4 or more O’ Grades/Standard Grade equivalent at pass level, including English and Arithmetic
	· 
	

	Practical knowledge of property maintenance through work experience and work related qualifications 
	· 
	

	Relevant qualifications in Property Maintenance, Construction, other related disciplines,
	· 
	

	KNOWLEDGE, SKILLS AND EXPERIENCE

	KNOWLEDGE

	Demonstrate knowledge and experience of property maintenance 
	· 
	

	Understanding the customer service environment
	· 
	

	Understanding customer engagement
	· 
	

	Track record of achieving individual and team objectives 
	· 
	

	Knowledge of social housing management 
	· 
	

	Working within a housing or public service environment
	
	· 

	Awareness of housing legislation and regulation
	
	· 

	Experience of handling Insurance claims 
	
	· 

	Awareness of the Ruchazie community 
	
	· 

	

	SKILLS

	Problem solving
	· 
	

	Decision making
	· 
	

	Customer Care
	· 
	

	Able to meet competing demands
	· 
	

	Computer and data processing
	· 
	 

	Interpersonal and Communication 
	· 
	

	Microsoft packages
	
	· 

	Housing Management Software 
	
	· 

	

	PERSONAL ATTRIBUTES

	Pro-active and enthusiastic
	· 
	

	Keen to learn and improve
	· 
	

	Committee to social housing and social justice
	· 
	

	Can contribute to improving customer lives
	· 
	

	Honest and Trustworthy
	· 
	

	Respectful, reliable and dependable for colleagues and customers
	· 
	

	Flexible and adaptable
	· 
	

	Team player supporting colleagues
	· 
	

	Can work with limited supervision 
	· 
	

	Embrace a positive culture 
	· 
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