
 
 

  

 

 

 

 
 
 

 
 

Project Administrator 
 
 

Altair Consultancy and 
Advisory Services Ltd 

 
 

Recruitment Pack 
 

May 2018 



 
 

  

 

 

 

1  | Welcome letter 

Dear prospective applicant, 

Thank you for your interest in becoming a Project Administrator at Altair. 

Altair provides consultancy services to our clients in the housing sector - housing 

associations, local authorities, ALMOs, developers, and third sector organisations. In 

response to exceptional demand from our clients we are expanding our services. We work 

throughout the UK and beyond, advising boards and senior executives on a range of areas 

including; human resources, strategy and change, governance, governance, property and 

treasury and finance related matters. 

We now have a vacancy for a Project Administrator. The role will be flexible to respond to 

business needs with the opportunity to support all areas of our business, with a specific focus 

on providing support to our recruitment and interim activities. This includes recruitment 

administration, project management and liaison with candidates.  

We are looking for an ambitious, target focused individual who has administrative 

experience, with a commitment to adding value to our clients through the delivery of high 

quality consultancy work.  

As a small company, there are plenty of opportunities to get involved in many aspects of the 

business. I hope you find the information in this pack and on our website helpful. If you have 

any queries, please do not hesitate to contact:  

▪ Matt McCormack Evans - matt.mccormackevans@altairltd.co.uk, 07931 752 786 

 

I look forward to receiving your application. 

 

 

Dr Fiona Underwood 

Co-Chief Executive 

Altair Ltd 

Email: fiona.underwood@altairltd.co.uk 

Mobile: 07788 6423092 

 

mailto:matt.mccormackevans@altairltd.co.uk
mailto:fiona.underwood@altairltd.co.uk


 
 

  

 

 

 

2  | About Altair 

Altair is a subsidiary of the stock market listed organisation Aquila Services Group (Aquila). 

Aquila includes two main subsidiaries: 

▪ Altair Consultancy and Advisory Services Ltd 
▪ Aquila Treasury and Financial Solutions Ltd 

 

Through these subsidiaries Aquila provides a range of consultancy services to organisations 

in the housing, regeneration and voluntary sectors. Although the focus is on housing, the 

organisation works across a range of sectors related to housing – RP, LAs, private sector, 

care and support, charities, regulators and membership organisations 

The strategy has been developed to support the overall vision for Aquila to become: 

“a one stop service for housing consultancy in the UK and Republic of Ireland”.  

Future growth will be driven by:  

▪ Organic growth of existing activities 
▪ The acquisition of or investment in other organisations that will enhance Aquila’s 

existing offer and growth aspirations 
 

We have grown rapidly in recent years through a mix of organic and acquisition activities. For 

example, we have recently completed the acquisition of Pod (a property development 

consultancy) and have also acquired stakes in 3C (a leading technology consultancy) and 

AssetCore (a new technology platform to support the management of assets).  

2.1 Our work 

Our clients are predominantly organisations which are in some way involved with the UK 

housing sector. This mainly includes housing associations and local authorities, but also 

private developers and contractors. 

Most of our clients focus on affordable housing and are currently working in a challenging 

environment which includes areas such as reduced governance funding for building new 

homes, welfare reform impacting on the incomes of their tenants, dealing with transformation 

and changes to the regulatory environment. Many are responding to the reduced funding by 

diversifying into other business areas, but this is increasing their exposure to risk which 

needs to be managed. We focus our work on supporting clients on three key strategic 

challenges: 

1. Growth 

2. Change 

3. Resilience  



 
 

  

 

 

 

Our advice and support is provided by delivery services through the following streams: 

 

Further details of our work and out people are available at: www.aquilaservicesgroup.co.uk 

and www.altairltd.co.uk and www.atfsltd.co.uk  

2.2 Working for Aquila 

As a relatively small but growing company we can provide a unique working environment.  

This includes: 

▪ Providing individuals with the flexibility to grow and develop in the areas they are 
most interested in 

▪ Working on a day to day basis with senior staff within the organisation and with clients 
▪ Giving people responsibility for the work they deliver at an early stage in their career. 

 

As an organisation, we: 

▪ Employ the best people; within the sectors we work in our reputation is second to 
none.  

▪ Provide a supportive team environment, which is particularly important as many of our 
assignments mean that we work independently with clients at their offices 

▪ Are engaged in delivery a diverse range of projects for organisations. 
 

Our main office is near Tower Bridge, London, but our consultants and clients are based 

across the United Kingdom.  

2.3 What we offer – training and development 

As indicated above, we will support the successful candidates in all areas of the work they 

will be involved in. We will also provide support in developing your career. This will be 

provided through areas such as: 

▪ An induction programme 
▪ On-going training and support 
▪ Job shadowing 
▪ Professional training and development 
▪ Regular 1:1s 

  

 

http://www.aquilaservicesgroup.co.uk/
http://www.altairltd.co.uk/
http://www.atfsltd.co.uk/


 
 

  

 

 

 

3  | Overview of the role 

3.1. Role purpose 

Altair works with clients across the housing sector to provide advice and support on three key 
strategic challenges:  

1. Growth  

2. Change  

3. Resilience 

This advice and support is provided by delivering services through the following business 
streams; 

 

The main purpose of the Project Administrator role is to support others by providing to 
ensure the smooth running and delivery of projects both to clients and internally.  

The role will provide support across all of our main consultancy areas but will largely focus 
on recruitment and interim management activities.  

3.2. Overview of key activities 

Details on the key responsibilities and activities of the Project Administrator ole are detailed 
in the table below. 

Key functions Responsibilities and activities 

Consultancy The key focus of the Project Administrator role is to support all the delivery of 
recruitment and interim management projects for clients. The role will also 
however be involved in providing support across other consultancy areas.   

This includes a responsibility for meeting agreed targets for the delivery of 
consultancy work, as well as working as part of a team to deliver consistently 
high-quality work. 

Some of the specific activities you will deliver as a Project Administration on 
client projects includes: 

 

▪ Administration e.g.: 

- Organising meetings including setting agendas, taking minutes and 

records including actions tracking 

- Organising and reviewing documentation, ensuring that files are 

maintained, records kept etc.  

- Setting up and maintaining project plans and ensuring they are 

regularly updated and well maintained  

- Project administration and support 

▪ Recruitment administration support e.g.: 

Treasury and 

Finance
Governance

Strategy and 

Change

HR
Recruitment 

and Interims
Property



 
 

  

 

 

 

Key functions Responsibilities and activities 

- Preparing recruitment packs 

- Organising recruitment adverts 

- Responding to queries and questions from candidates 

- Co-ordinating applications 

▪ Support stakeholder engagement activities (e.g. note taking in interviews, 
providing support to others in facilitating workshops etc.)  

▪ Completing candidate search and contact activities 

▪ Support reporting – writing reports for consultancy projects for quality 
assurance and review by senior members of the team  

 

Consultancy work is completed in a mix of on and off site with clients.  

Product 
development 

As part of the Consultancy delivery teams, you will at times be asked to 
contribute to the development of the way we operate and deliver projects for 
clients. This will particularly focus on the way we approach recruitment and 
interim management projects including areas such as; process management, 
interview questions, selection techniques, assessment, advertising etc.  

 

This includes areas such as; internal innovation and improvement activities, 
ensuring we are operating efficiently and effectively, review of the effectiveness 
of projects / products and identification of new products.  

 

Sales and 
marketing 

You will assist in the winning of new work. This will include areas such as: 

▪ Supporting the drafting and development of proposals 

▪ Reviewing tender opportunities (e.g. portals) 

▪ Co-ordinating our response to tenders (e.g. supporting others in writing 
proposals, uploading documents, collating necessary information etc.) 

 

Corporate work Although the focus of the Project Adminstrator role is on client work, as a small 
organisation at times there may be a requirement for all individuals to 
contribute to some aspects of our corporate work.  

 

All individuals are also expected to ensure that all required internal systems 
and processes are adhered to (e.g. timesheet recording, invoicing etc.). 

 

Other areas You will also be expected to: 

 

▪ Manage own time effectively including the coordination of serval projects at 
a time to ensure that deadlines are achieved, and outputs are delivered on 
time 

▪ Co-ordinate work with other team members 

 

As a member of a relatively small team it is very likely that you will be asked to undertake 
tasks that may fall outside the scope of this job description. 



 
 

  

 

 

 

4  | Overview of the person 

4.1. What we are looking for 

You will have experience of providing a consistent and quality administrative service, 
potentially in a recruitment or service related sector. You will be target focused with a 
commitment to adding value to our clients through the delivery of high quality consultancy 
work. 

Through all areas of your work you will demonstrate our core values: 

▪ Collaborative 

▪ Innovative 

▪ Integrity 

▪ Dynamic 

▪ Agile 

 

You will possess lots of drive and energy and work collaboratively with other colleagues.  
You will enjoy working with people and building strong relationships.  Your range of 
emotional intelligence will be high, and your style will be outgoing, warm and engaging. 

Working as part of a team, you will be responsible for delivering your own work so will be 
able to work efficiently, managing competing priorities and multiple deadlines. You will also 
be comfortable at working at a variety of levels, including; working with senior clients, but 
also completing data analysis, research and reporting.  

With these areas in mind, the successful candidate will need to be self-motivated and willing 
to take responsibility for their own work and career development. You will also have an active 
interest in our clients’ sectors and the work we deliver for our clients. 

4.2. Specific attributes and experience 

Some specific comments on the required attributes, experience and skill set of the successful 
candidate are provided below.  

Area Requirements 

Education ▪ Good level of education.   

Knowledge and 
experience 

▪ Proven experience of project work with a successful track record of areas 
such as administration, co-ordination and time management.  

▪ Experience of developing effective working relationships to develop and 
deliver plans, with measurable outcomes.  

▪ Experience of organising meetings or events.  

▪ Preferably (but not essential) experience of a recruitment environment 

▪ Has an understanding of and can apply project co-ordination tools and 
methods to support project delivery. 

▪ Knowledge of, or interest in learning about, housing providers business 
structures.   

Skills ▪ Excellent writing and proof reading skills with the ability to write for 
different audiences.  



 
 

  

 

 

 

Area Requirements 

▪ Excellent communication skills and can convey ideas and thoughts in a 
clear, focused style using effective verbal and non-verbal communication 
techniques 

▪ Advanced IT skills (including Excel and Word) 

Abilities ▪ Ability to prioritise and schedule workloads in the face of conflicting 
demands.  

▪ Ability to use initiative to make sound judgement calls.  

▪ Ability to work effectively as part of a team.  

▪ Ability to undertake research into areas such as; policy and best practice. 
government policy etc.  

▪ Ability to acts pro-actively in seeking and acting upon feedback. 

 



 
 

  

 

 

 

5  | Remuneration, terms and conditions 

Remuneration and terms and conditions for the Project Administrator role are detailed in the 

table below. 

Remuneration £20,000 - £27,000 

Bonus 35 hours per weeks 

Probation Six months 

Pension Altair contributes up to 6% to a personal pension scheme (Scottish Widows) 

Annual leave 30 days per annum 

Additional benefits Private medical insurance, life cover 

Notice period One month 

Location London 

Other ▪ Discount scheme 

▪ Child care vouchers 

▪ Learning and development 

▪ Professional subscription 

▪ Staff socials 

▪ Enhanced maternity / paternity provision 

 

 

 

 

  



 
 

  

 

 

 

6  | Timetable and how to apply 

6.1. Recruitment timetable  

The recruitment timetable is as follows: 

Dates Activity 

14th May 2018 Recruitment window opens 

4th June 2018 (mid-day) Recruitment window closes 

w/c 18th June First stage interviews  

w/c 25th June Second interviews  
(potentially including additional assessments) 

6.2. How to apply 

For a confidential discussion about this role, please contact a member of the Altair team: 

For information regarding the role: 

▪ Matt McCormack Evans, matt.mccormackevans@altairltd.co.uk, 07931 752 786 

 

To apply online, please visit our website at: www.altairltd.co.uk  

You will be asked to complete an online form and attach four documents: 

i. A detailed CV (no more than three pages) including details of positions held (and 

dates); responsibilities and key achievements; and qualifications 

ii. A supporting statement (no more than 1,000 words) explaining why you are 

interested in the role and working for Altair, as well as evidencing your experience and 

knowledge in relation to the role 

iii. Full contact details (name, job title, organisation, phone and email) for three referees 

(including your current employer if you are currently employed).  Please note that we 

will not take up references without your prior permission. 

iv. A completed diversity monitoring form (attached at Appendix 2 and available in Word 

format on the Altair website address above). Please note that this information is for 

monitoring purposes only and will not be seen or used in the recruitment process. 

The job reference code is ALT606. The deadline for applications is midday on Monday 4th 

June 2018.  

mailto:matt.mccormackevans@altairltd.co.uk0
http://www.altairltd.co.uk/


 
 

  

 

 

 

Appendix 1 – Advertisement 

Project Administrator 
Altair Ltd 
 
Contract: Permanent 
Hours: Full time / 35 hours per week 
Salary: £20,000-27,000.  
Location: London 
 
We are a specialist housing consultancy working across the UK, Ireland and beyond. We focus on 
adding value to our clients - whether they are a local authority, housing association, ALMO or private 
sector developers. We work throughout the UK and beyond, advising boards and senior executives on 
a range of areas including; human resources, strategy and change, governance, governance, property 
and treasury and finance related matters. 
To support the ongoing development of our services to clients, we are now looking for an individual to 

join us as a Project Administrator to focus on our recruitment and interim activities, but also provide 

wider support to all other areas of our consultancy work.   

We are looking for individuals with the following experience and abilities: 

▪ Experience of providing and quality and consistent administrative service 

▪ Experience of developing effective working relationships with stakeholders to develop and 
deliver plans, with measurable outcomes.  

▪ Proven experience of project work with a successful track record of delivering projects 

▪ Ability to prioritise and schedule workloads in the face of conflicting demands.  

▪ Ability to use initiative to make sound judgement calls.  

▪ Ability to work effectively as part of a team.  

▪ Ability to acts pro-actively in seeking and acting upon feedback. 

 
This is an excellent opportunity to join a leading consultancy with ambitious plans for the future and a 

genuine commitment to providing opportunities for personal development to its staff.  You will be joining 

us at an exciting time as we continue to grow within the UK, and you will be able to play a significant 

role in our future success.   

For further information about these roles, please visit www.altairltd.co.uk to download the recruitment 

pack. If, having read the recruitment pack, you would like a confidential discussion about any aspect of 

the role or the recruitment process, please contact a member of the Altair team: 

For information regarding the role: 

▪ Matt McCormack Evans - matt.mccormackevans@altairltd.co.uk, 07931 752 786 

 

The closing date for applications is midday on Monday 4th June 2018. Interviews will be held on w/c 

18th June and w/c 25th June 2018. 

  

http://www.altairltd.co.uk/
mailto:matt.mccormackevans@altairltd.co.uk


 
 

  

 

 

 

Appendix 2 – Diversity monitoring form 

 
Ethnic Origin 

White 
 

 White British 
 White Irish 
 White Other 

Black or Black British 
 

 Black or Black British African 
 Black or Black British 

Caribbean 
 Black, Black British Other 

Mixed 
 

 Mixed White and Black African 
 Mixed White and Black Caribbean 
 Mixed White and Asian 
 Mixed Other 

 

Asian 
 

 Asian or Asian British Indian 
 Asian or Asian British Pakistani 
 Asian or Asian British Bangladeshi 
 Asian, Asian British Other 

Chinese or Other Ethnic Group 

 
 Chinese or Other Ethnic 

Group, Chinese 
 Chinese or Other Ethnic 

Group, Other 

 

Prefer not to say 
 

 Prefer not to say 

 
Sexual Orientation   Religion 

 Heterosexual  
 Gay 
 Lesbian 
 Bisexual  
 Prefer not to say 

 
 

 No religion 
 Christianity (All denominations)  
 Buddhism 
 Hinduism  
 Judaism (Jewish)  
 Islam (Muslim) 
 Sikhism 
 Other 
 Prefer not to say 

 

Disability 
The Disability Discrimination Act (DDA) defines a disabled person as someone who has a physical or mental impairment 
that has a substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities. ‘Long term’ 
is usually considered to have lasted (or is expected to last) at least 12 months. ‘Day to day activities’ include personal and 
social activities not just the ability to work. If you consider yourself disabled, please select an option that best describes 
your disability from the list below. If you do not consider yourself to have a disability, please select “No disability”. Please 
select “Other” if your disability is not described in the list below and provide details in the box below. 

 
 No disability 
 Blindness 
 Partially sighted 
 Hearing impaired 
 Non hearing with speech 
 Non hearing without speech 
 Mobility impaired 
 Wheel chair user 

 Restricted limb usage 
 Learning difficulties 
 Dyslexia 
 Mental health problems 
 Multiple impairments 
 Prefer not to say 
 Other (Please provide details below) 

 
Declaration 
I hereby confirm that the information I have provided is complete and correct. 
 
Name:…………………………………Signed: …………………………Date: ………….……… 
 (Please print) 


