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1 Welcome letter 

Dear prospective applicant, 
 
I am delighted that you have taken an interest in the Director of Business Support role at 
Scottish Borders HA (SBHA). Created by Tenants, for Tenants, Scottish Borders HA (SBHA) 
is an independent Housing Association providing communities in the Scottish Borders with 
quality, affordable homes.  
 
We have around 5,600 homes, over £20m annual turnover and nearly 200 people, including 
an in-house Property Team. Working across 40 settlements, our Head Office is in Selkirk 
with two smaller offices in Galashiels and Hawick. Our commitment to strengthen and grow 
is reflected in our emerging development programme.  
 
Our tenants and customers are at the heart of the business and we are determined to deliver 
accessible, easy to use, right first time, locally based services. Our workforce is at the centre 
of this and we are strongly committed to inspiring, supporting and encouraging them to 
develop and learn. 
 
Our new Director of Business Services will work as a member of the executive team, sharing 
responsibility for the overall direction of SBHA. The postholder will also have specific 
responsibility for the development of a culture, performance and governance framework 
within SBHA that enables our workforce to deliver high quality, cost effective services for the 
benefit of our tenants. 
 
As leader of our core functions, pivotal to our business transformation, the postholder will 
direct a team of nearly 20 people delivering HR, IT and Corporate Governance as well as 
strategy, communications and performance. Key priorities for the Business Services 
Directorate include: 
 
▪ Begin next phase of our IT strategy, increasing our use of mobile and digital technologies 

to improve our communications and deliver services more effectively and efficiently 
▪ Develop and deliver a programme of work to further engage our workforce, build a high 

performing culture across SBHA and a succession and talent management plan 
▪ Lead on Scottish Housing Regulatory changes as they develop and the Annual Return 

on the Charter (ARC) returns 
▪ Lead on the oversight of SBHA’s performance management strategy 
▪ Act as Strategic Lead on information management, ensuring on-going GDPR compliance 

and prepare for future legislative change 
▪ Develop proactive relationships with partners, locally and nationally to enhance SBHA’s 

reputation in and contribution to the housing sector 
 
We are looking for team players who are strategic and innovative and can work at a senior 
level, within a complex organisation. The ability to lead and inspire a team as well as a 
corporate and service orientated approach will be essential. 
 
We are open minded about the professional background of the successful candidate (either 
HR, IT or governance), but you must have experience of managing more than one service, 
although not necessarily at director-level.  



 

  

 

 

 

It is essential that candidates identify with our values and ambitions and preferably 
candidates will have some understanding or knowledge of the social housing sector (even if 
it is indirect knowledge). 
 
If you would like to be part of our future, please get in touch with Sarah Palmer, our retained 
advisor at Altair Ltd, whose details can be found further on in this pack. 
 
Again, thank you for your interest and good luck with your application. 
 
Yours faithfully 
 

 
 
Julia Mulloy 
Chief Executive 
Scottish Borders Housing Association 
   

http://www.sbha.org.uk/about-sbha/whos-who/contact-form/?emailto=Julia%20Mulloy


 

  

 

 

 

2 About us 

Overview and Mission Statement 
Created by Tenants, for Tenants, SBHA is an independent Housing Association serving 
communities in the Scottish Borders by providing quality, affordable homes. Scottish Borders 
Housing Association is a Registered Social Landlord and a Scottish Charity (SC030751). 
SBHA acquired its housing stock from Scottish Borders Council on 3rd March 2003.  
 

SBHA has five Strategic Objectives: 
 
• SBHA will Listen to Tenants and their Communities to Innovate and Improve 
• SBHA will Create Great Places to Live 
• SBHA will Inspire and Develop our People to Make Change Happen 
• SBHA will Deliver Excellent Value for Money 
• SBHA will Anticipate Opportunities to Develop and Grow 

 
SBHA currently employs 196 people, including an in-house Property Team. 

 
For further information about SBHA please visit our website at: http://www.sbha.org.uk 
 

3 About the role 

The Director of Business Support is a member of the Executive Team contributing to the 
strategic direction and successful achievement of our corporate aims and objectives, as well 
as providing leadership to the Business Support Directorate. The Business Support 
Directorate has 17 members in its team (including the director). Structure Charts are 
provided in Appendix 1.  
 

  

http://www.sbha.org.uk/


 

  

 

 

 

4 Role profile 

Job description 

Reports To: Chief Executive 
Direct Responsible for: Corporate Governance, Human Resources and IT 
________________________________________________________________ 
 

Overall Purpose 
 
▪ Working as a member of the SBHA Executive Team, contributing to the strategic direction 

and successful achievement of SBHA’s corporate aims and objectives 
  
▪ Responsible for  leading and managing all business services functions including:  Human 

Resources, Information Technology,  corporate governance, strategy, communications 
and performance management across the organisation, ensuring their cost-effective 
management and contribution to corporate objectives.   

 
Principal Accountabilities  
 
Leadership and Developing People 
 
1. Leadership – Be an active member of the SBHA Executive Team, sharing responsibility 

for the overall direction and performance of the organisation. Demonstrate effective 
leadership and uphold the Association’s values, providing motivation and direction.  
 
Provide strategic leadership and overall direction to the Business Support Directorate, 
ensuring appropriate investment in people, a strong customer focused culture and 
effective performance management. Model and promote behaviours consistent with the 
SBHA Team Charter, including SBHA values and standards. 

 
Support leaders to develop a culture within SBHA in which SBHA Team members are 
developed to their maximum potential enabling them to deliver high quality, cost effective 
services for the benefit of its tenants. 

 
2. Strategy – As an Executive Team Member, share responsibility for overall direction and 

contribute to effective organisational strategy, Business Plan development and 
performance outcomes.  

 
For all areas of Business Support, to direct the strategy and manage the necessary 
corporate and information systems to support the business in meeting the needs of key 
stakeholders. 
 

3. Programme/Project delivery – Develop and review strategies relating to HR, IT and 
Corporate governance and deliver commitments in relevant programmes to agreed 
standards and specifications. Lead the Directorate to make a full and active contribution 
to strategic projects and initiatives, ensuring that the Directorate works with colleagues to 
support the delivery of agreed outcomes.   

 



 

  

 

 

 

4. Performance – Support the Chief Executive in establishing a performance orientated 
culture and deliver high quality, comprehensive, professional and pro-active services and 
improvement programmes to agreed standards and key performance indicators (KPIs). 
Lead the Annual Return on the Charter (ARC) compilation and ensure good performance 
is delivered by Directorates within the framework defined in the Scottish Housing 
Regulator’s ARC and related industry best practice standards.   

 
To take responsibility for co-ordinating Business Continuity Planning within the 
Association, ensuring appropriate plans are in place to minimise the negative impact on 
SBHA of emergencies occurring. 
 

5. Financial responsibility – Set and manage budgets, ensuring effective commissioning 
and financial control of the Recruitment, Learning and Development and IT programmes 
and in all financial responsibilities, deliver value for money and minimise associated 
strategic risks.  

 
6. Governance – As an Executive Director with a strategic lead for Corporate Governance, 

ensure that SBHA complies with Regulatory requirements and other corporate 
governance related statutory requirements and ensure appropriate records are 
maintained.  Be accountable to the Chief Executive and the Governance Structure for 
areas of responsibility, keeping them appraised of performance. Legislative and policy 
changes to support effective governance and decision making.  

 
7. Compliance – Effectively assess and manage directorate strategic and operational risks 

in line with SBHA’s risk management strategy and contribute to SBHA’s corporate risk 
assessment.  

 
Ensure relevant regulatory, audit and best practice standards are met and act as SBHA’s 
Lead Officer for GDPR and related information management compliance. 
 
To ensure maintenance of required registers, committee and membership administration, 
performance returns to funders and regulators, so that the Association’s legal and public 
obligations are observed at all times. 
 

8. Stakeholders – Maximise the Directorate’s contribution to effective tenant engagement 
and develop proactive relationships with partners, locally and nationally to enhance 
SBHA’s reputation in and contribution to the Sector. 

 
Facilitate comprehensive, constructive and effective partnership arrangements with 
Trade Unions and employee representatives at all levels of the Association’s activities. 

 
To promote and represent the Association in the community, housing sector and with 
other organisations, attending meetings and conferences and speaking in public as 
appropriate. 
 
As an Executive Team member, at times deputise for the Chief Executive as required 
and reporting to the Executive Team, Leadership Team, the Board of Management and 
other bodies. 
 



 

  

 

 

 

General 
 

i. Ensure that the Association’s policies and procedures for Health and Safety at Work are 
observed throughout the organisation.  

 
ii. Observe and continually promote equal opportunities and customer care in compliance 

with Association policy. 

 

iii. Model and promote behaviours consistent with SBHA’s Staff Charter and Staff Code of 
Conduct 

 
iv. Commit to continuous personal and professional development to maintain relevant up to 

date skills for personal and the Association’s benefit. 
 
v. Carry out any other reasonable duties appropriate to this post, as requested by the Chief 

Executive. 
 

Key relationships 
 
Overall responsibility for ensure effective communication in plain language, both internally 
and externally, to ensure people are informed, engaged and find it easy to access SBHA’s 
services.  
 
 
Internal: Board, Executive team, all Staff 
 
External: Tenants, suppliers, Trade Unions and Staff Associations, other Registered 

Social Landlords (RSLs), Local Authorities, the Scottish Housing Regulator, 
Government Bodies, MSPs, MPs, Councillors, Community Councils, third 
Sector organisations, professional bodies. Council Officers and Community 
Planning Partners, , Consultants, Professional services advisors e.g. auditors, 
lawyers and IT specialists) 

 
Working Environment 
 
This post is based in SBHA’s Head Office. The postholder will be required on occasions to 
work outside of and in excess of normal working hours, no additional payment will be made 
in this regard. 
 
 
 
 

  



 

  

 

 

 

Person specification 

 

PART ONE 
 

Education and qualifications 

▪ Degree or equivalent through relevant training/experience 

▪ Professional qualification in a relevant field 

▪ Evidence of continuing professional development 

 

Experience and knowledge 

▪ Experience of strategic leadership in a customer-facing, and preferably service-led, 

organisation of comparable scope and complexity 

▪ Proven track record of achievement as a senior manager, delivering services including at 

least one of the following: IT, HR or corporate governance, whilst driving forward wider 

corporate objectives 

▪ In-depth knowledge of at least one or more of the following services: IT, HR, corporate 

governance 

▪ Experience of strategy, communications and performance frameworks 

▪ Evidence of providing a commercial approach to the management of an organisation as 

well as being politically sensitive 

▪ Experience of leading and managing change in an evolving organisation and developing 

business processes that deliver a performance culture 

▪ Experience of strategic partnerships 

▪ An understanding of housing associations (director or indirect) and the changing political 

and economic external environment 

▪ A working knowledge of equal opportunities, data protection and health and safety at 

work legislation  

▪ Good IT skills and an understanding of social media 

 
PART TWO – Competencies 
 
Applied Thinking - Sets the Business Support Directorate’s priorities on a rational and 
methodical basis 
 
Results Focused - Sets the performance framework for the Business Support Directorate to 
meet objectives, KPIs and continuously seeks improvements in delivery 
 
Planning and Organising - Structures the Business Support Directorate’s business plan to 
deliver key objectives while allocating appropriate resources 
 
Initiative and Innovation - Plans and implements new ideas in the long to medium term and 
takes the lead in delivering change within the Directorate 
 
Working Together - Creates a positive team working environment as a leader and 
colleague 



 

  

 

 

 

Managing Relationships - Maintains networks and evaluates stakeholder management 
impact 
 
Continuous Improvement - Drives Directorate activity to continuously improve systems and 
processes 
 
Customer Driven - Champions and promotes the delivery of quality services to all 
customers, internal and external 
 
Commercial Awareness - Delivers the Directorate’s commercial objectives 
 
Leadership - Is a role model for effective leadership 

  



 

  

 

 

 

5 Terms and conditions 

Position Director of Business Support 
 

Salary £71,382- £77,490 
 

Pension Scottish Widows defined benefit pension. Employees with less than 
3 years’ service will be offered a 4% matched contribution. 
Employees with between 3 and 10 years’ service will be offered a 
6% employer contribution and will be expected to pay at least 4% 
personally. Employees with over 10 years’ service will be offered an 
8% employer contribution and will be expected to pay at least 4% 
personally.  
 

Annual leave 30 days and up to 35 after 5 years’ service 
 

Office location SBHA Head Office. You may also be required to travel for events 
and meetings. 
 

 

6 Timetable 

Recruitment stage Timescale 

Closing date 9:00am Monday 17 September 2018 

Longlist agreed w/c 17 September 2018 

Preliminary interviews (telephone) w/c 24 September 2018 

Shortlist agreed w/c 1 October 2018 

Online psychometric assessment and 
referencing 

After shortlisting 

Informal meetings Friday 12 October 2018 

Final assessment day Thursday 18 October 2018 

 

7 Further information 

For further information about this opportunity, please contact our retained advisor at Altair 

Ltd: Sarah Palmer, Head of Executive Search and Interim Management – mobile: 07806 

602933 | email: sarah.palmer@altairltd.co.uk  

  

mailto:sarah.palmer@altairltd.co.uk


 

  

 

 

 

8 How to apply 

To apply for this role please go to www.altairltd.co.uk/job/SBHAdbs, complete our online 

registration form and attach the following documentation (saving your files with your 

surname first, followed by your first name and a description of the file): 

1. A detailed CV (no more than 2,000 words) including details of positions held (and 

dates), size of budgets and teams managed, and key achievements, as well as 

qualifications 

2. A supporting statement (no more than 2,000 words) outlining your motivation for 

applying for the role and evidencing your suitability against PART ONE of the Person 

Specification 

3. Full contact details (including name, job title, organisation, phone and email) for 

three referees (including your current employer if applicable). Please note that we 

will not take up references without your prior permission 

4. Completed Equality and Recruitment Advertising Monitoring Form (attached at 

Appendix 2; a Word version is available on our website at the above link) 

The deadline for applications is 9:00am Monday 17 September 2018 and the job reference 

code is ALT228. Your application will be treated with strictest confidence.

http://www.altairltd.co.uk/job/SBHAdbs
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STRICTLY CONFIDENTIAL 
 

   Registered as a Scottish Charity - No. SCO30751 
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Equal Opportunities Monitoring Form 
 

 

 

Post:    
Closing Date:  

 

SBHA is committed to working towards Equality of Opportunity in Employment both in principle and in practice.  
An Equal Opportunities Policy has been adopted to ensure that no job applicant or employee receives less 
favourable treatment, either directly or indirectly, on grounds of age, colour, disability, ethnic origin, gender, 
martial status, religion, sexual orientation or criminal record. 
 

In order to monitor the effective implementation of the Equal Opportunities Policy, all applicants are asked to 
complete this form.  This form will be kept separate from the application form, will be used only as set out in 
SBHA’s Privacy Notice for Employees.  
 

PERSONAL DETAILS 
 

Full Name:   ......................................................................................................................................................  
 

Title:  Mr/Mrs/Miss/Ms/Dr Male   Female    Transgender   
 

Date of Birth:   ..............................................  Age: ……………. 
 

Marital Status:  Married/Civil Partnership   Single   Other  
 

SEXUAL ORIENTATION  
 

Bisexual  Gay     Heterosexual  Lesbian  Other     Prefer not to say     
 

ETHNIC ORIGIN 
  
How would you describe your ethnic/racial origin? 
 

 
   
Ethnic origin is not about nationality, place of birth or citizenship, but about colour and broad ethnic 
group.  UK citizens can belong to any of the groups listed. 
 

White/ British   Asian/Asian Scottish/Asian British Black/Black Scottish/Black  
 

Scottish    Indian     African    
    
British     Pakistani    Caribbean    
 

Irish     Bangladeshi    Other Black background  
 

Other white background  Chinese    Any other Asian background  
 

Mixed    Other Ethnic Group 
 

Any Mixed background  Other ethnic group*   Prefer not to say   
 

    *please specify: 
    _________________________ 
 
 

RELIGION AND BELIEF 



STRICTLY CONFIDENTIAL 
 

   Registered as a Scottish Charity - No. SCO30751 

 

EEEqqquuuaaalll    OOOppppppooorrr tttuuunnniii ttt iii eeesss    MMMooonnniii tttooorrr iiinnnggg    –––    MMMaaayyy   222000111888       
 

 

Buddhist   Hindu     Jewish     
 

Muslim    Christian    Sikh     
 

Other Religion   No Religion    Prefer not to say   
            
HEALTH 
 

Please give details of all absences from work and any disabilities or illnesses within the last three years: 
 

 .........................................................................................................................................................................  
 

 .........................................................................................................................................................................  
 

When were you last medically examined for employment purposes?   ..............................................................  
 

Do you have a disability or a condition which you think may affect your ability to do this job? 
 

Yes   No   
 

Please give full details:   ...................................................................................................................................  
 

NB A disability is defined as “a physical or mental impairment which has a substantial and long-term effect 
on a person’s ability to carry out normal day-to-day activities”. 

 

Do you require any special arrangements to enable you to attend for interview?  Yes   No   
 

For applicants with a disability, details of all posts will be made available, on request, in Braille, in 
large print, or on tape, and applications may be submitted on disk or in an alternative format.  Please 
contact SBHA Head Office, South Bridge House, Whinfield Road, Selkirk, TD7 5DT for details. 
 

REHABILITATION OF OFFENDERS ACT 1974 
 

Certain posts, because of the nature of the work, are exempt from the provisions of Section 4(2) of the 
Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975.  Applicants are, therefore, not entitled to 
withhold information about convictions which for other purposes are “spent” under the provisions of the Act 
and, in the event of employment, any failure to disclose such convictions could result in dismissal or 
disciplinary actions by SBHA.  Any information given will be completely confidential and will be considered 
only in relation to an application for positions to which the order applies. 
 

Please provide details of any such convictions – If none please state this:   .....................................................  
 

 .........................................................................................................................................................................  
 

WORK PERMIT 
 

Do you require a work permit? Yes   No   
 

If yes do you have a current work permit? Yes   No   
 

If yes, please indicate Expiry Date:   .................................................................................................................  
 

 
ADVERTISING SOURCE 
 

Internal Notice    Job Centre   Word of Mouth   
 

Press**  Website**      Other**  
 

**Please specify _________________________________________ 
 



 

  

 
 

 

Recruitment advertising monitoring form 

How did you hear about this opportunity? 

 Please indicate “YES” as appropriate 

Altair e-bulletin  

Altair website  

Approached directly by Altair  

Inside Housing online  

LinkedIn  

Online browsing  

SBHA website  

Scottish Housing News   

S1 jobs  

SFHA  

Twitter  

Word of mouth  

Other (please state)  

  



 

  

 
 

 

Appendix 3 - Advert 

Director of Business Support 
Scottish Borders Housing Association (SBHA) 
£71, 382 - £77,490 
Selkirk TD7 5DT 
 
Transforming the way that SBHA does business 
 
Scottish Borders HA (SBHA) is an independent Housing Association providing communities 
in the Scottish Borders with quality, affordable homes. Created by Tenants, for Tenants, we 
have around 5,600 homes, over £20m annual turnover and nearly 200 people, including an 
in-house Property Team. Working across 40 settlements, our Head Office is in Selkirk with 
two smaller offices in Galashiels and Hawick. Our commitment to strengthen and grow is 
reflected in our emerging development programme.  
 
Our tenants and customers are at the heart of the business and we are determined to deliver 
accessible, easy to use, right first time, locally based services. Our workforce is at the centre 
of this and we are strongly committed to inspiring, supporting and encouraging them to 
develop and learn. 
 
Our new Director of Business Services will work as a member of the executive team, sharing 
responsibility for the overall direction of SBHA. The postholder will also have specific 
responsibility for the development of a culture, performance and governance framework 
within SBHA that enables our workforce to deliver high quality, cost effective services for the 
benefit of our tenants. 
 
As leader of our core functions, pivotal to our business transformation, the postholder will 
direct a team of nearly 20 people delivering HR, IT and Corporate Governance as well as 
strategy, communications and performance. We are looking for team players who are 
strategic and innovative and can demonstrate the ability to work at director level, within a 
complex organisation. The ability to lead and inspire a team as well as a corporate and 
service orientated approach will be essential. 
 
The professional background of the successful candidate can be either HR, IT or 
governance, but candidates must have experience of managing more than one relevant 
service. It is essential that candidates identify with our values and ambitions and preferably 
have some understanding or knowledge of the social housing sector (even if it is indirect 
knowledge). 
 
If you would like to find out more about this exciting opportunity, please click the “Apply” 
button where you will find the recruitment pack. If you would like an informal and confidential 
discussion about this position, please contact our retained advisor at Altair Ltd: Sarah 
Palmer, Head of Executive Search and Interim Management – mobile: 07806 602933, email: 
sarah.palmer@altairltd.co.uk  The deadline for applications is 9:00am Monday 17 
September 2018 and the job reference code is ALT228. Your application will be treated with 
strictest confidence. 
 

“Our vision is to enhance lives by providing quality homes 
and great places to live across the Scottish Borders” 

mailto:sarah.palmer@altairltd.co.uk
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