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Welcome letter 

Dear prospective applicant, 

Thank you for your interest in becoming part of Capital Letters, a newly established 

organisation with the aim of preventing and relieving homelessness. The company is a 

unique collaboration between 12-14 London Boroughs, supported by the Minister for 

Housing Communities and Local Government (MHCLG), who is backing this initiative at a 

cost of £38m. 

We are looking to appoint several key strategic positions including a Chief Executive Officer, 

Finance & Resources Director and three independent non–executive board members. We 

are looking for dynamic individuals who are interested in helping create the strategic 

direction of this exciting venture which will re-define the London boroughs response to 

homelessness demand and provide well managed, good quality rented homes for thousands 

of households across the capital. This is a particularly interesting time to join Capital Letters 

which is at the start of its journey and still needs to be shaped, refined and created into its 

final form.  

We have provided an outline of the company and we hope it will give you a good 

understanding of what is intended. That said there are still a lot of questions to be answered 

as the company begins to take shape and these key positions will have a valuable role to 

play in ensuring we get it right. 

If you would like a confidential conversation about these opportunities please don't hesitate 

to get in touch with a member of the Altair team, whose contact details are enclosed further 

on in this pack.  

We look forward to receiving your application. 

Kind regards 

 

Chris Wood 

Group Director, Altair  
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About Capital Letters   

Capital Letters was founded in 2019 and has been established to pool the procurement 

activity of London Boroughs to access an improved supply of good quality accommodation to 

prevent and relieve homelessness, and where necessary for use as temporary 

accommodation.  

The establishment of Capital Letters is being generously supported by MHCLG using 

Flexible Homelessness Support Grant, to alleviate the costs to boroughs of providing 

accommodation and to encourage greater efficiency, provide extra staffing, IT and other 

resources to increase supply and improve the service offered to both tenants and landlords. 

An important part of the purpose of Capital Letters is to reduce the use of nightly paid 

temporary accommodation and ensure that properties are allocated more locally than is 

currently the case. Properties are expected to be a mixture of Private Rented Sector 

properties let by the property owner to households nominated by the boroughs, and 

properties leased directly from landlords or from managing agents. 

Historically London boroughs have competed for accommodation to prevent homelessness 

or to accommodate homeless families temporarily. Capital Letters is intended to overcome 

this type of issue and allow the boroughs in collaboration to better intervene and manage the 

market.  

The company is newly formed and is intended to be operational by June 2019. The 

proposed Governance arrangements are set out below and the staffing structure is currently 

being devised.  

By the end of the third year of operation it is envisaged that Capital Letters will have a staff 

complement of around 270 officers and an annual income of £238m. By this stage it will 

have secured almost 20,000 additional properties to help prevent and tackle homelessness 

and will have an estimated 13,000 properties either fully or partially under its management.  

Further information can be found in the links below; 

https://www.independent.co.uk/news/uk/home-news/homelessness-london-boroughs-join-

forces-new-plan-james-brokenshire-a8704736.html 

https://www.bbc.co.uk/news/uk-england-london-46715576 

http://democracy.towerhamlets.gov.uk/documents/s134639/6.5%20Pan-

London%20Homelessness%20Prevention%20Procurement%20Hub%20Capital%20Letters.

pdf 

https://democracy.croydon.gov.uk/documents/s12248/Capital%20Letters%20report.pdf 

 

https://www.independent.co.uk/news/uk/home-news/homelessness-london-boroughs-join-forces-new-plan-james-brokenshire-a8704736.html
https://www.independent.co.uk/news/uk/home-news/homelessness-london-boroughs-join-forces-new-plan-james-brokenshire-a8704736.html
https://www.bbc.co.uk/news/uk-england-london-46715576
http://democracy.towerhamlets.gov.uk/documents/s134639/6.5%20Pan-London%20Homelessness%20Prevention%20Procurement%20Hub%20Capital%20Letters.pdf
http://democracy.towerhamlets.gov.uk/documents/s134639/6.5%20Pan-London%20Homelessness%20Prevention%20Procurement%20Hub%20Capital%20Letters.pdf
http://democracy.towerhamlets.gov.uk/documents/s134639/6.5%20Pan-London%20Homelessness%20Prevention%20Procurement%20Hub%20Capital%20Letters.pdf
https://democracy.croydon.gov.uk/documents/s12248/Capital%20Letters%20report.pdf
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The Boroughs 

All the London Boroughs have been invited to participate in the company and thus far 12, 

(highlighted in green below) have committed to joining, including: Tower Hamlets, Croydon 

and Ealing with others likely to commit in the near future.  

 

 

 

 

 

 

 

 

 

 

Governance 

The Independent Non-Executive Board Members will join an (operational) board comprised 

of five nominees from each of the London Borough sub-regions. These nominees will be 

senior officers from the councils. In addition to this Board the participating Boroughs will 

have elected representative membership of a “shareholder Board”. All these details are 

subject to final agreement in the next few weeks. 

 

 

 

 

These arrangements are subject to the agreement of the first meeting of the Members 

Representative Body, which is due to take place on 6th March 2019. 

 

 

Members 

Representative Body 

Elected representatives 

from each member 

borough 

Company ‘Board of 

Directors’ 

5 senior officers from 

member boroughs and 

3 independent members 

CEO 

Executive Team 
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Background    

The need for an organisation like Capital Letters is the increasing level of homelessness and 

the resulting provision of Temporary accommodation (TA) and prevention placements. In 

March 2017 there were 77,240 households in TA nationally, an increase of 60 per cent since 

March 2011. Seven out of ten of these households are placed by London boroughs. The 

cost of providing TA in 2015/16 (£845 million) accounted for more than three quarters of the 

total cost of providing homelessness services nationally (£1.15 billion). This taken alongside 

the devastating effect homelessness has on individuals, families and children is simply 

unsustainable, particularly given the cuts to Local Government funding.   

Homelessness responds to a combination of structural economic and housing market 

factors. Government policy, particularly in relation to housing and welfare, also has an 

impact on levels of homelessness. There are serious concerns that access to market 

housing will be affected by the rate at which house prices and private rents are likely to rise 

in comparison to household incomes. Competition for market rented housing is pushing up 

rents, and local landlords are sadly reluctant to let their homes to people on benefits. The 

most common reason for homelessness continues to be the loss of a private rented tenancy.  

In recognition of this, MHCLG have provisionally allocated £38 million over three years to the 

scheme, which has been top sliced from the Flexible Homeless Support Grant (FHSG).  

MHCLG funding is expected to be used in the following three ways:  

▪ Contribution to Private Sector Leases (PSL),   

▪ Private rented placement incentive payments,  

▪ Central cost contribution, e.g. for additional procurement staff, tenancy sustainment 

staff, IT and premises for the company.  

 

Capital Letters’ draft business plan, which is currently under review, can be downloaded 

from the recruitment pages on the Altair website (links can be found in the ‘How to Apply’ 

section of this pack).  



 
 

  Capital Letters 
Recruitment Pack 

 

 

Page | 5 

 

 

Role profile – Chief Executive Officer 

Job Purpose 

The Chief Executive Officer is responsible to the Board for the leadership, performance, 

sustainable growth, continuous development, management and effectiveness of Capital 

Letters ensuring the organisations activities are developed and properly managed in 

accordance with regulatory and legal requirements.   

Key duties and responsibilities 

Leadership 

▪ Recruit, lead and manage the Executive Team, ensuring that it operates effectively 

as a team and delivers clear and cohesive direction and management to the staff 

team and the organisation as a whole. 

▪ Set a clear vision and strategy for the organisation working with the Executive Team 

positively communicating that vision and strategy. 

▪ Develop Capital Letters Corporate Plan to deliver the key priorities of the 

organisation 

▪ Promote and embed the values of the organisation to ensure all staff are aligned to 

the direction of Capital Letters and are motivated to achieve its vision and values 

▪ Provide inspirational leadership, developing a culture that makes Capital Letters a 

great place to work, where people perform at their best, and that reflects the 

organisations core principles. 

Strategy  

▪ Work with the Board in creating, implementing and reviewing Capital Letters strategic 

agenda to support the growth of the organisation.  

▪ Through positive relationships, drive the successful delivery of agreed strategy 

together with sustained excellence in performance across the business. 

▪ Ensure the Board receives high quality information to enable it to agree its strategic 

and business plans, and put in place appropriate financial, staffing and other 

resources for Capital Letters to achieve its ambitions. 

Business performance 

▪ Take executive responsibility for the organisation’s operations, ensuring compliance 

with all legal, and regulatory requirements and that there are high standards of 

control, risk management and financial security 

▪ Ensure business objectives are planned, directed and executed in line with overall 

strategic priorities. 

▪ Oversee continuous improvement of services and the delivery of strategic goals. 
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▪ Maintain financial viability and control and ensure Capital Letters operates in the 

most efficient and effective way maximising value for money in all its activities. 

▪ Ensures the right performance management systems and key performance indicators 

are in place and reviewed appropriately. 

Stakeholder engagement   

▪ As an ambassador for Capital Letters, proactively promote and represent the 

organisation with existing and prospective customers, stakeholders and partners 

▪ Ensure Capital Letters is well positioned externally to be able to influence on matters 

of housing, community, and environmental sustainability.  

Governance 

▪ Ensure a strong and up-to-date governance framework is maintained at all times. 

▪ Ensure that appropriate risk management, internal controls and assurance 

frameworks are embedded throughout the organisation. 

▪ Ensure a robust and effective control framework is in place, including policies, 

procedures, strategies and performance management. 

Other 

▪ Undertake other responsibilities as required by the Board to support the objectives of 

Capital Letters. 
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Person specification – Chief Executive Officer 

PART ONE (assessed at application stage) 

 

Qualifications ▪ Relevant degree level education or equivalent experience. 

▪ Professional qualification (e.g. CIH, RICS) – desirable. 

Knowledge and 
Experience 

▪ Significant experience of working as a Chief Executive or at 

Executive Director level.  

▪ Substantial experience gained in the social housing sector at 

a senior level. 

▪ Experience of leading and motivating large staff teams. 

▪ Strategic planning experience, facilitating growth of an 

organisation. 

▪ Experience of working successfully alongside a range of 

boards and senior teams. 

▪ Experience of working with complex financial and budget 

management, as well as risk management. 

▪ Experience of overseeing large development programmes – 

desirable. 

 

PART TWO (Assessed at interview stage) 

 

Skills ▪ Strong leadership skills, with ability to engage staff, implement 

positive change and engage stakeholders. 

▪ An understanding of the issues facing the organisation’s areas 

of operation. 

▪ Comprehensive understanding of the challenges of the social 

housing sector. 

▪ Ability to build and manage effective relationships with 

partners, local authorities and other stakeholders. 

Attributes ▪ High level of business acumen and strategic understanding 

with the ability to prioritise and plan effectively. 

▪ Ability to balance social purpose and commerciality. 

▪ An inspirational leadership style that promotes a ‘people first’ 

culture. 

▪ A confident decision-maker. 

▪ Ability to influence and communicate effectively with a variety 

of internal and external stakeholders. 

▪ Demonstrates adaptability and resilience. 

▪ Emotionally intelligent. 

▪ Strong oral and written communicator. 
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Recruitment timetable 

Recruitment stage Date 

Closing date Monday 18th March 2019 

Preliminary interviews w/c 25th March 2019 

Psychometric assessments and 

references 

Prior to final interview 

Final Interviews w/c 22nd April 2019 

Appointment  Subject to notice period 
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Role profile – Finance & Resources Director 

Job Purpose 

The Finance & Resources Director oversees the financial and operational infrastructure that 

enables all services within Capital Letters to function effectively, ensuring that the 

organisation is and will remain viable, and achieves efficiency and cost-effectiveness in all its 

operations. 

Key duties and responsibilities 
 
Financial Management and Control  

▪ Working with the Chief Executive and the Board to develop, manage and regularly 

review the Capital Letters business plan, providing advice on the financial and 

operational resource required to deliver Capital Letters business strategy.  

▪ Lead and manage the development of the support functions consisting of Finance, 

ICT, HR and Administration 

▪ Prepare annual budgets and forecasts in conjunction with other staff. 

▪ Preparation of management accounts and written commentary for Board members 

and managers, highlighting potential areas of budget variances; preparation of other 

management reports as required, both routine and ad hoc. 

▪ Ensure the organisation’s liability to pay corporation tax is minimised by regular 

review of existing and proposed activities for potential tax liability. Ensure the 

organisation’s VAT costs are minimised by utilising all available VAT reliefs, both 

charitable and general. 

▪ Liaise with the organisation’s internal and external auditors, bankers, funders, other 

relevant professional advisors, regulators and stakeholders.  

▪ Liaise with the IT support provider to ensure that Capital Letters has an appropriate 

IT infrastructure and communication and associated systems to meet its business 

needs.  

▪ To monitor and control own delegated budgets, authorise payments and take timely 

action to deal with budget variances. 

▪ To authorise transactions and instructions on the organisation’s bank accounts in 

accordance with the mandate, by signature and other forms of transmission. 

▪ Ensure that risk management is incorporated into all areas of responsibility. 

 

Risk Management  

▪ Ensure that the organisation has appropriate internal financial controls, including 

financial standing orders and procedures, financial and business risk management 

systems. 
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▪ Develop and recommend to the Board an appropriate programme for internal audit 

ensuring appropriate safeguards are in place.  

▪ Manage the internal audit process. 

Leadership 

▪ Provide overall leadership and direction for the Finance & Resource functions 

supporting the successful delivery of these services. 

▪ Communicate the organisation’s vision, ambition, and priorities to all Directorate staff. 

▪ Ensure employees are carrying out their duties, working productively together to 

manage all operational issues. 

▪ Ensure staff within the Directorate are engaged, effective developed appropriately to 

carry out their duties. 

▪ Overall responsibility for the delivery, development and improvement of services 

within the directorate, ensuring services are effective, efficient and offer value for 

money. 

Business Performance 

▪ Be accountable for developing key criteria for measuring the performance of the 

Directorate’s activities and services, and undertake regular reviews of performance, 

addressing any issues. 

▪ Deliver high quality information to endure effective and efficient working across the 

organisation. 

▪ Ensure the quality, accuracy and integrity of all data. 

 

Governance 

▪ Contribute to the overall strategic planning, direction and review of the organisations 

work. 

▪ Attend and report to the Board, key strategic partners and agencies as required, 

preparing and presenting reports. 

▪ Promote and represent Capital Letters with regulators and other external partners 

and stakeholders preparing and presenting reports when required. 

▪ Contribute to the development of the organisations Business Strategy and Plans. 

▪ To act as Capital Letters Data Controller in all matters relating to Data Protection. 

Other 

▪ Undertake other responsibilities as required to support the objectives of Capital 

Letters 

 

 



 
 

  Capital Letters 
Recruitment Pack 

 

 

Page | 11 

 

 

Person specification – Finance & Resources Director 

PART ONE (assessed at application stage) 

 

Qualifications ▪ Relevant degree level education or equivalent experience. 

▪ Relevant professional qualification e.g. FCA, CIMA etc.  
▪ Evidence of continuous, challenging and relevant professional 

development 
 

Experience ▪ Significant experience at senior management level within a 

complex finance directorate, including substantial budgetary 

responsibility and evidence of driving forward an innovative, 

high quality service 

▪ Knowledge of the range of support services and maximising 

efficiency, different delivery models and cost minimisation 

▪ Experience of leading corporate financial planning and 

management  

▪ Track record of effective working at senior level with Boards 

and Committees 

▪ Demonstrable evidence of building and maintaining effective, 

productive relationships with key stakeholders 

▪ Experience of devising and delivering business plans, 

budgets, strategies and policies in the field of social housing 

▪ Sound knowledge of current and future challenges facing 

housing and care as well as an understanding of public 

services’ issues and sensitivities 

▪ Up-to-date knowledge of legislative frameworks, regulatory 

requirements and key issues relevant to the post 

 

PART TWO (assessed at interview stage) 

 

Skills ▪ Commercial and financial awareness and the ability to analyse 

complex information with clarity 

▪ High level of written, presentation and interpersonal skills 

appropriate to a wide range of individuals and audiences 

▪ Ability to build and facilitate strong internal team relationships 

and corporate working 

▪ Excellent communication and negotiating skills in order to 

build effective relationships with key staff and stakeholders 

 

Attributes ▪ High level of business acumen and strategic understanding 

with the ability to prioritise and plan effectively. 

▪ Ability to balance social purpose and commerciality. 

▪ Ability to influence and communicate effectively with a variety 

of internal and external stakeholders. 
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▪ Demonstrates adaptability and resilience. 

▪ Emotionally intelligent. 

▪ Strong oral and written communicator. 

 

 

Recruitment timetable 

Recruitment stage Date 

Closing date Monday 25th March 2019 

Preliminary interviews w/c 1st April 2019 

Psychometric assessments and 

references 

Prior to final interviews 

Final Interviews w/c 13th May 2019 

Appointment  Subject to notice period 
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Role profile – Independent Non-Executive Board Member 

Job Purpose 

The board is responsible for the overall governance and strategic direction of the 

organisation; developing and committing to its mission, vision and strategic objectives; and 

ensuring its continuing financial viability – all in accordance with the constitution, the law and 

regulatory requirements.  

This role profile is designed to guide Board Members in fulfilling their duties and 

responsibilities. The person specification sets out the specific skills that we are seeking in 

this recruitment exercise. 

Key Responsibilities 

The principal duties of all board members are set out below: 

▪ To exercise independent judgment and to act only in the interests of the organisation 

as a whole and not on behalf of any individual or entity. 

▪ To act in accordance with the law and the constitution and only exercise powers for 

the purpose for which they are conferred. 

▪ To exercise reasonable care, skill and diligence. 

▪ Where practicable, to avoid, and in any event robustly manage, a situation where 

there is or may be a direct or indirect interest that conflicts, or possibly may conflict, 

with the interests of the organisation. 

▪ To declare the nature and extent of any interest to the Capital Letters Board if in any 

way, directly or indirectly, interested in a proposed transaction or arrangement. 

▪ To have regard to any relevant advice provided by executives and other advisers 

when reaching decisions. 

 

Strategic Leadership  

▪ To help develop, agree and share in the organisation’s mission and vision. 

▪ To uphold and demonstrate the organisation’s values and the principles for which it 

stands. 

▪ To participate in the development of strategies and policies and agree them. 

▪ To focus on the development, setting and monitoring of objectives, performance 

targets and benchmarks across all aspects of the business. 

▪ To contribute to the evaluation of opportunities, threats and risks across the external 

environment and strengths and weaknesses in the internal environment. 

▪ To keep up to date with issues within the sectors that the business operates. 
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Governance  

▪ To uphold the values and objectives of the organisation as it fulfils its governance 

duties; 

▪ To ensure compliance with statutory and regulatory requirements including, but not 

limited to, the requirements of the Governance, Economic and Consumer Standards 

under the Regulatory Framework; 

▪ To ensure compliance with the adopted Code of Governance and Code of Conduct, 

Standing Orders and Financial Regulations and any organisational policies relating to 

Board Member activity; 

▪ To uphold and promote the core policies, purpose, values and objectives of the 

organisation (including its commitment to equal opportunities); 

▪ To contribute to and share responsibility for decisions of the Board  

▪ To attend induction, training and performance review sessions and other such 

sessions or events as are reasonably required; 

▪ To attend all meetings of the Board. 
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Person specification – Non-Executive Board Member 

 

PART ONE – Knowledge and Experience (will be assessed at application stage) 

▪ Board director level experience or senior governance experience in a customer-

orientated organisation 

▪ An understanding of the environment in which Capital Letters operates 

▪ Direct or indirect knowledge and/or experience of the social housing sector (or a closely 

aligned sector such as health, care or local government) 

▪ Experience of risk-based decision making at a senior level  

▪ Experience of business change, growth and development at a senior level  

▪ With the existing 3 nominees from the borough sub-regions, who will be experienced 

senior professionals in the housing and homelessness sector, we will have a wealth of 

knowledge relevant to the core business of Capital Letters. Therefore, from the 

Independent Board members we will be seeking individuals with additional and 

complementary skill sets. Applications will be particularly welcomed from candidates who 

have professional qualifications and/or senior-level experience in one or more of the 

following disciplines: 

 

▪ Public Sector finance 

▪ Welfare Benefits - in particular, housing benefit and/or Universal Credit 

▪ Marketing and communications 

▪ Landlord letting agent experience 

▪ Property maintenance including health and safety and the full range of regulatory 

compliance 

▪ Business and small company experience expertise.  

▪ Business growth and stakeholder management 

▪ Customer service excellence 

 

PART TWO – Skills and Abilities (assessed at interview stage) 

 

Core competencies 

▪ Core competencies are used to measure personal effectiveness in the ability to lead, 

inspire and add value to governance and service delivery. The performance of board 

members will be assessed annually and will focus on the core competencies set out 

below. 

Strategic thinking and direction: 

▪ Influences the development of the mission, vision and strategic aims and objectives. 

▪ Understands the difference between strategy and operations; delegates responsibility 

effectively to executives and other employees. 
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▪ Is sensitive to the political, economic, social and technological external impacts upon 

residents and the business. 

▪ Anticipates and understands risks and consequences at a strategic level for the 

organisation as a whole 

▪ Identifies opportunities and brings forward new ideas for business strategy and 

organisational effectiveness. 

▪ Encourages creativity, is open to new ways of working and able to adapt flexibly to 

change. 

Analysis and understanding: 

▪ Demonstrates clear analytical intellect; assimilates and makes sense of complex 

data, evaluates options and understands different perspectives. 

▪ Focuses on the key issues and makes them clear to others. 

▪ Understands the sensitivities of key assumptions in business propositions. 

▪ Satisfies themselves on the integrity of financial information and risk appraisal. 

▪ Possesses confidence to provide challenge, asks questions appropriately and keeps 

to an appropriate level of detail. 

▪ Brings an original perspective to discussions. 

Decision making: 

▪ Shows independent judgement and original thought. 

▪ Signs up to the collective ownership of decisions once agreed irrespective of position 

taken in debate. 

▪ Actively participates in the decision making with objective analysis, reasoned and 

rational judgement of the issues in hand. 

▪ Prepared to take difficult decisions and measured risks; is not easily deflected by 

obstacles or problems. 

▪ Respects and is open to the views of others in discussions on key issues. 

▪ Focused on the vision, strategic objectives and priorities when making decisions. 

Communication and Interpersonal skills: 

▪ Engages effectively with key stakeholders as an ‘ambassador’. 

▪ Builds and maintains good relationships based on personal credibility and integrity; 

respects and maintains confidentiality. 

▪ Communicates clearly and persuasively; expresses opinions, listens and takes 

account of the views of others. 

▪ Challenges without appearing aggressive; prepared to say what people may not want 

to hear. 

▪ Expects constructive feedback; is aware of own strengths, weaknesses and 

motivations. 

▪ Gets to know individuals and their aspirations. 

Team working and development: 

▪ Supports a strong team spirit; able to work collaboratively. 
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▪ Works with senior management in productive working relationships built on mutual 

respect. 

▪ Works as a part of the team and adds value to board/committee work. 

▪ Demonstrates commitment to board work; is reliable and punctual and comes fully 

prepared. 

▪ Supports others, praises achievements and celebrates success with the team. 

▪ Open to learning and development, for self, employees, and the board. 

 
Organisational purpose and ethos: 

▪ Commits to organisational purpose within the context of constitutional objects. 

▪ Open to the views of residents and broader customers in the development of 

strategy, policy, standards and service delivery. 

▪ Supports the development of organisational culture built around the values. 

▪ Committed to the recruitment and development of a skilled and competent workforce. 

▪ Values successful partnership working with organisations that add value to the 

Group’s work. 

▪ Promotes and demonstrates leadership in relation to equality, diversity and inclusion. 

 

Recruitment timetable 

Recruitment stage Date 

Closing date Monday 18th March 2019 

Preliminary interviews w/c 25th March 2019 

Psychometric assessments and 

references 

Prior to final interview 

Final interviews w/c 22nd April 2019 
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Main terms and conditions  

Executive positions 

The full range of terms and conditions, including annual leave, pensions etc. are currently 

being devised. It is intended that both executive roles will be given a competitive package; 

however, it is unlikely that Capital Letters will seek admitted body status to the Local 

Government Pension Scheme.  

The basic salaries for each of the roles are: 

- Chief Executive Officer: up to £109,000 

- Finance Director: up to £100,000 

 

Independent Non-Executive Board Members 

The Board Member position is remunerated at £4,000 - £4,500 per annum. Board Members 
do not receive any additional benefits, but appropriate expenses incurred in undertaking the 
role (e.g. travel, attendance at conferences) will be reimbursed. It is proposed that Capital 
Letters will have a centrally located office close to good transport links and Board meetings 
will be held at this location. 
 
Period of appointment  
A minimum of three-year terms.  
 
Time commitment 
The anticipated time commitment for this role is, on average, half a day per month. This 
includes six Board meetings and two Board Strategy days. New Board Members will be 
required to attend a series of induction sessions. All Board Members may be required to 
attend any in-house and external training as appropriate.   
 
Going forward, Board Members may also be asked to be involved in ad-hoc working groups. 
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Further information 

For further information about these opportunities and the recruitment process please contact 

one of our retained advisors at Altair Ltd: 

If you are interested in applying for either the CEO or the FD role, please contact a member 

of the Altair team: 

▪ Chris Wood, Group Director at Altair Ltd – 07932 693292 | chris.wood@altairltd.co.uk 

▪ Toby Lebeter, Consultant at Altair Ltd – 07833 227379 | toby.lebeter@altairltd.co.uk 

▪ Laura Martell, Consultant at Altair Ltd – 07917 680837 | laura.martell@altairltd.co.uk 

 

If you are interested in applying for a Non-Executive Director position, please contact: 

▪ Sarah Palmer, Head of Executive Search and Interim Management – 07806 602933 | 

sarah.palmer@altairltd.co.uk  

 

For further information on Capital Letters, please contact: 

 
▪ Mark Baigent Interim Divisional Director of Housing and Regeneration, Tower 

Hamlets on 07534 902527  

mailto:chris.wood@altairltd.co.uk
mailto:toby.lebeter@altairltd.co.uk
mailto:laura.martell@altairltd.co.uk
mailto:sarah.palmer@altairltd.co.uk
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How to apply 

To apply for one of these positions at Capital Letters, please go to one of the links below:  

 

− Non-Executive Directors: www.altairltd.co.uk/job/ALT401 

− Chief Executive: www.altairltd.co.uk/job/ALT402 

− Finance Director: www.altairltd.co.uk/job/ALT403 

 

Complete our registration form and attach the following documentation (please save your 

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

 

▪ A detailed CV (no more than 2,500 words) including details of positions held (and 

dates), size of budgets, teams managed and key achievements. 

▪ A supporting statement (no more than 2,500 words) explaining your motivation in 

applying for the position at Capital Letters. You should also address the requirements 

set out in PART ONE of the person specification, summarising how you feel that your 

experience makes you a suitable candidate and giving examples of specific 

achievements which demonstrate your competence of relevance to the role you are 

applying for 

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

(including your current employer if applicable). Please note we will not take up 

references without your prior permission 

▪ Completed Recruitment Monitoring Form (a Word version is available on our 

website and attached as reference at Appendix 1 of this recruitment pack) 

 

The closing date for applications is: 

− Non-Executive Directors: 9:00am, Monday 18th March – reference code ALT401 

− Chief Executive: 9:00am, Monday 18th March – reference code ALT402 

− Finance Director: 9:00am, Monday 25th March – reference code ALT403 

 

Your application will be acknowledged and treated with strictest confidence. 

 

  

http://www.altairltd.co.uk/job/
http://www.altairltd.co.uk/job/
http://www.altairltd.co.uk/job/clfd19
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Appendix 1 | Recruitment monitoring form 

Diversity monitoring form 

  

Equal Opportunities Monitoring Form 

Capital Letters is committed to implementing its Equal Opportunities in employment.  All applicants 
for employment are asked to complete the following details.  The information, which is used solely 
for monitoring purposes, will be treated as confidential and will be separated on receipt before 
consideration of applicants’ takes place. 

Full name  Date  
 

Gender Male ❑ Female     ❑ Date of Birth  

Vacancy applied for  

Where did you see the vacancy advertised?  

Do you consider yourself to have a mental or physical disability which has substantial and long 
term adverse effect upon your ability to carry out normal day-to-day activities? 

 Yes ❑      No ❑ 

If yes, please give brief details, and any facilities or provision you require for attending the interview 

 

 

Ethnic Origin: please tick the box which you feel best describes your ethnic origin 

WHITE   MIXED/MULTIPLE ETHNIC GROUPS  

British 

Welsh 

Irish 

Gypsy or traveller 

Any other white background 

  White and Black Caribbean 

 White and Black African 

 White and Asian 

 Any other mixed/multiple ethnic background 

 

  

  

  

  

ASIAN/ASIAN BRITISH   BLACK/AFRICAN BACKGROUND  

Indian 

Pakistani 

Bangladeshi 

Chinese 

Any other Asian background 

  African 

 Caribbean 

 Any other Black/African/Caribbean background 
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OTHER ETHNIC GROUP  PREFER NOT TO SAY 
 
 

Arab  

Any other ethnic group  

 
Religion: Please tick a box which you feel best describes your religion: 
 

None  Hindu  Sikh  

Christian (all denominations)  Jewish  Any other religion  

Buddhist  Muslim  Prefer not to say  

 
Sexual Orientation: Please tick a box which you feel describes your sexual orientation: 
 

Heterosexual  Gay 
Woman 

 Other  

Gay Man  Bisexual  Prefer not to say  

 
 
 

Recruitment advertising monitoring – ALT401 / 402 / 403 

How did you find out about this opportunity? 

 

 Please indicate “YES” as appropriate 

Altair e-bulletin  

Altair website  

Approached directly by Altair  

Capital Letters   

LinkedIn  

Online browsing  

Inside Housing online   

Inside Housing print  

Word of mouth  

Other (please specify)  

  


