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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 13 London Boroughs, supported by the Ministry for Housing 

Communities and Local Government (MHCLG), who is backing this initiative with a £38m 

grant over 3 years. 

We are looking to appoint an Operations Director 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 

 

Sue Coulson 

Chief Executive  
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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 13, 

(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 Members Representative Body (which has a councillor nominee from each of the 

boroughs who own the company) have met on two occasions. At the first meeting on 6th 

March 2019 it was agreed to appoint: 

▪ Cllr Stephanie Cyan from Southwark - Chair 

▪ Cllr Alex Sawyer, Southwark (Vice Chair) 

▪ Cllr Sirajul Islam, Tower Hamlets (Vice Chair) 

It was also agreed to appoint the Board of Directors;  

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

Hamlets) (Chair) 

▪ Kevin Murphy, Head of Housing Services, LB of Bexley (Vice Chair) 

▪ Leonard Asamoah, Head of Service – Housing Solutions, LB of Croydon as the nominee 

to the Board from the south sub-region.  

Nominations from the other sub-regions are TBC.  

 

 

 

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’ business plan, can be downloaded from the recruitment pages on the Altair 

website (links can be found in the ‘How to Apply’ section of this pack).  
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Role profile – Operations Director 

Job Purpose 

The Operations Director is part of the Executive Team, working with the CEO and Director of 

Finance and Resources to plan and develop the strategic direction, and the operational 

plans for the business, taking full responsibility for Operational delivery including property 

management, housing and development services. 

 

Key duties and responsibilities 

Procurement & Housing Management 

▪ Develop and lead the strategic approach for Capital Letters on procurement of 

Leased temporary accommodation and Private Rented Sector Offers 

▪ To develop and implement housing management strategies, policies, programmes 

and procedures, including property inspection; repairs; rent collection, tenancy 

sustainment, allocations and lettings and other relevant functions. 

▪ Responsible for compliance -Ensuring properties meet regulatory and statutory 

compliance requirements 

▪ Ensure all Health & Safety requirements are met, all necessary systems and 
processes are in place and reviewed regularly  

▪ Ensure compliance in respect of governance and adherence to relevant statutory and 
regulatory provisions at all times. Manage risk associated with all areas within the 

department.  

 
Finances, budgets and resources 

▪ Prepare, manage and control budgets whilst demonstrating commercial acumen and 

managing financial viability and control, identifying opportunities to improve operating 

efficiency or improve the use of our assets.  

▪ Accountable for the delivery of budgets within the Operations Directorate. 

▪ Ensure the organisations assets and resources are used efficiently and effectively. 

 

Leadership  
▪ Work with the Executive Team to plan the strategic direction of Capital Letters to 

ensure the organisation’s success 

▪ As part of the executive team, provide overall leadership and direction for the 

Procurement and Housing Management functions supporting the successful delivery 

of these services.  

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

staff.  
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▪ Effectively manage relationships with key stakeholders, including member boroughs 

and landlords. 

▪ 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.  

 

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

Letters  
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Person specification – Operations Director 

PART ONE (assessed at application stage) 

 

Qualifications ▪ Relevant degree level education or equivalent experience.  
▪ Evidence of continuous, challenging and relevant 

professional development  

Knowledge and 
Experience 

▪ 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 working with boards and a wide range of 
stakeholders to ensure compliance and deliver objectives  

▪ Strong track record of collaborative strategic leadership and 
delivering successful organisational change that has led to 
improvements in service, performance and/or efficiencies  

▪ Experience of complex financial and budget management  
▪ Up-to-date and thorough knowledge and understanding of 

the legislative framework for the sector, including 
management of landlord health and safety, as well as 
knowledge of corporate governance   

▪ Sound knowledge of current and future challenges facing 
housing and care as well as an understanding of public 
services’ issues and sensitivities  

 
 

PART TWO (Assessed at interview stage) 

 

Skills ▪ 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.  
▪ Demonstrates adaptability and resilience.  
▪ Emotionally intelligent.  
▪ Strong oral and written communicator.  
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Main Terms & Conditions 

Benefit Details 

Remuneration ▪ Up to £98,945 

Pension ▪ Employer contribution of up to 8%, employee 

contribution of 4% of basic salary 
 

Annual leave ▪ 28 days per annum plus Bank Holidays 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Recruitment timetable 
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Recruitment stage Date 

Closing date 9:00am Friday 19th July 2019 

Preliminary Interviews w/c 22nd July 2019 

Final Interviews w/c 29th July & 5th August 2019 

Appointment  w/c 12th August 2019 
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Further information 

For further information about this opportunity and the recruitment process please contact 

one of our retained advisors at Altair Ltd: 

If you are interested in applying for either roles, please contact a member of the Altair team: 

▪ Liz Johnston, Principal Consultant at Altair Ltd – 07747 219211 | 

liz.johnston@altairltd.co.uk 

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

 

For further information on Capital Letters, please contact: 

 
▪ Sue Coulson, Chief Executive, Capital Letters  

mailto:liz.johnston@altairltd.co.uk
mailto:laura.martell@altairltd.co.uk
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How to apply 

To apply for the position at Capital Letters please go to http://www.altairltd.co.uk/job/ALT257 

and 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 9:00am, Friday 19th July 2019. The job reference 

code is ALT257. 

Your application will be acknowledged and treated with strictest confidence. 

 

  

http://www.altairltd.co.uk/job/ALT257
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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 –  

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)  
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Advert – Operations Director 

 
Capital Letters is a collaboration between London boroughs working together to improve 
housing options for homeless households. Through this joint working, boroughs will become 
more efficient in securing accommodation within London and will be able to place 
households closer to home. Capital Letters is being established as a not-for-profit 
organisation which will procure accommodation on behalf of the boroughs. This will reduce 
competition between councils and produce better outcomes for London’s homeless 
households.  
  
Capital Letters is now looking to recruit an Operations Director to form part of its Executive 
Team.  The role will be responsible for all our operations, including asset management, 
housing management, customer services and Health & Safety, in addition to working with 
the Chief Executive to shape the strategic direction of the organisation.  
  
The successful applicant will be comfortable working in both an operational and strategic 
capacity. A strong senior-level operations background in the social housing or local 
government sectors will be essential, with strong professional expertise and the energy and 
drive to lead the directorate.  
  
The role will be a challenging one but will provide the post-holder with an unparalleled 
opportunity to drive the performance and shape the strategy of a new and ambitious 
organisation. If you are interested in exploring this role further, please click the ‘Apply’ button 
– you will be directed to the recruitment webpage, from which you can download and view 
the recruitment pack. If, having read the pack, you would like an informal and confidential 
discussion about Capital Letters or the Operations Director role, please contact a member of 
the Altair team:  
  

▪ Information about Capital Letters - Chris Wood, Partner 
– chris.wood@altairltd.co.uk | 07932 693292  
▪ Information about the recruitment process – Laura Martell, Consultant 
– laura.martell@altairltd.co.uk | 07917 680837  
 

The closing date for applications is 9:00am, Friday 19th July 2019. Your application 
will be acknowledged and treated with strictest confidence.  

 
 

mailto:chris.wood@altairltd.co.uk
mailto:laura.martell@altairltd.co.uk

