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Enabling change in the housing sector through insight and innovation

Thank you for your interest in joining Altair 
Consultancy & Advisory Services Ltd, part of 
Aquila Services Group plc. Altair provides creative 
and effective solutions to the varied and dynamic 
challenges facing organisations in housing and 
regeneration today.

Our high-quality services have a positive impact 
on the communities our clients operate in. Our 
team is second to none, offering real world 
expertise, thought leadership and insight. Altair 
helps organisations achieve their objectives, 
delivering creative thinking and the highest levels 
of service, helping them to thrive in a changing 
world.

Our people are our main strength.  They have the 
mix and depth of expertise required to support our 
clients across the range of complex challenges 
they face.  We have a core team supported by 
additional associates, who add specialist support 
to specific projects.

As part of our growth, we are now expanding our 
team through recruiting for a Recruitment 
Administrator.

This represents our next phase of growth following 
an amazing ten years in which we have established 
ourselves as a leading sector consultancy and 
recruiter. Working at Altair provides a unique 
opportunity to have a positive impact on housing in 
the UK and internationally.

We are offering this as a full-time position at 35 
hours per week but will consider slightly reduced 
hours for the right candidate. Details about the 
role, remuneration and terms and conditions and 
how to apply are on slides are on slides 7-10.

I hope that you find the information in this pack 
and on our website helpful. If you have any 
queries, please do not hesitate to contact me.
We look forward to receiving your application.

Leadership

Quality

Insight
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Altair is part of the Aquila 
group, focused on making 
a real difference to 
communities and 
people’s lives in the UK 
and beyond. 

Altair, ATFS and Oaks are wholly owned 
subsidiaries of Aquila. Aquila also has 
made investments in Assetcore. 

Affordable and 
social housing 

consultancy 
working in the UK 

and 
internationally

FCA-registered 
treasury advisory 

services

10% stake in start-
up IT platform

Group companies Group investment

Working with clients in 
the education and 

sport sectors focused 
on strategy, business 
planning and income 
generation activities 

Who are we?
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Altair has a dynamic work 
environment and a truly diverse 
workforce. Some key features of 
what it is like to work at Altair 
include:

 Strong social programme –
staff conferences, regular 
events, team sports etc. 
(although currently online due 
to the pandemic!)

 50-plus  staff – from new 
graduates through to 
experienced professionals 

 A working culture built on 
three key values; we 
collaborate, we innovate and 
we care.

 Two main offices –
Birmingham and London

 Opportunities to get involved 
in a wide range of different 
projects and activities

Welcome to the team!
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Our company culture is an important part of the way we deliver work internally and for clients. Our culture is built around three core areas:

We collaborate We care

How we work

We innovate
Working collectively with 

people across the 
business to deliver better 

results as a team 

Constantly seeking new and 
improved ways of working, trying 
new ideas and using original and 

creative thinking

Going the extra mile to look 
after the needs of our 
colleagues and clients

These areas form a core part of how we complete work and how we expect staff to behave across the organisation. They also form a core 
part of what we look for when recruiting new staff to the organisation and how we assess performance. 
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What is it like to work with us?
Altair is a dynamic company of around 50 permanent staff and some long-term associates.  As a small company we can provide a 
unique working environment this includes:

Flexibility for individuals 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, Altair’s 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
• Support all employees in all areas of the work they will be involved in, as well as developing your career through the following:

- Induction programme
- Ongoing development
- Job shadowing
- Professional training
- Regular 1:1s 

As a Recruitment Administrator with Altair, you will have the opportunity to develop and strengthen our supporting business processes 
and help to underpin all of our business activities across the whole of the Aquila Group
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The Recruitment Administrator will support Altair’s external recruitment service. There will also be some interaction across the whole of Aquila Services 
Group (which comprises of: Aquila, Altair, ATFS and Oaks.) Reporting directly  to the Principal Consultant,  the Head of Recruitment will oversee the 
operation of the business processes with you and you will report to the lead recruiter in any given assignment. 

The key focus of the role is to help develop, implement and ensure the delivery of high quality, consistent and compliant recruitment service, with the 
aim of continuous improvement in your work. This includes a responsibility for meeting your individual targets as well as working as part of a team. 

The role will also provide administrative support across the group on various projects as capacity allows.

Key responsibilities include:

• Having a clear overview of all external recruitment processes and procedures

• Seek ways to continually improve and streamline systems, processes and data management

• Create and manage recruitment jobs on our internal finance and CRM system

• Draft, design, format and post job adverts on our website and job boards

• Process applications and upload candidates to our CRM system 

• Produce recruitment packs, including their design and format

• Manage and deliver social media campaigns for recruitment campaigns

• Liaise with clients and applicants to organise interviews and request references, etc

• Support with design and development of proposals, formatting CVs

• Ensure that all systems and databases are accurate and up to date

• Keep abreast of new approaches in recruitment in use of social media and application process

• Undertake any other duties which are needed for the smooth running of the recruitment service and ad hoc projects for the wider group

Overview of the role
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Person Specification

Education

 An undergraduate degree – or equivalent knowledge and 
understanding

 Administration or business qualification is preferable

Knowledge/

Experience

• Administrative experience

• Experience of working with systems and data including 
reporting of information

• Excellent knowledge and use of MS Office 
(Word/Excel/Powerpoint/Sharepoint) 

• Knowledge and experience of using a CRM system and/or 
database

Skills

 Exceptional communication (verbal and written) and listening 
skills

 Strong organisational skills and a customer-oriented 
approach

• High level accuracy skills with thorough attention to detail

• Numerate

• Confident and friendly communication style 

• Excellent customer service skills

• Good social media skills

Abilities

 Able to work under pressure and consistently meet targets and
deadlines

 Able to work effectively in a busy office environment

 Able to work effectively both alone and as part of a team

 Able to respond quickly to changing priorities

 Able to manage high-volume workload

• Able to deal with sensitive issues and confidential matters

• Able to identify problems and solve them

Behaviours

 Self-motivated and enthusiastic

 Willing to accept and take on responsibility

 Keen to learn and evidence of drive

• Positive attitude and resilient

• Committed to diversity and inclusion

 Committed to high personal standards of delivery

 Committed to and interested in working with organisations in
socially focused sectors

Pro-actively demonstrates our core cultural behaviours:

 Collaborative

 Innovative

 Care
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Remuneration and terms and conditions are detailed below.

Remuneration £27,500 FTE per annum + bonus scheme (company performance 
dependent)

Probation 6 months

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

Annual leave 30 days

Additional benefits Private medical insurance, life cover

Notice period 1 month

Location Work from home, (with the potential for future occasional 
attendance at meetings (post pandemic) – we currently have 
offices in London and Birmingham)

Hours per week 35 hours per week ( with the potential for a part time contract of 
28 hours)

Remuneration
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To apply for a Recruitment Administrator role, please attach the following documents to our application form by 10am 
Monday, 21st June with the reference: Administrator21

• A detailed CV (no more than three pages) including details of positions held (and dates), responsibilities and key achievements and 
qualifications.

• 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 you are applying for.

• Full contact details (name, job title, organisation, phone and email) of three referees (including your current employer). Please note 
we will not take up references without your prior permission.

• A completed diversity monitoring form (available in Word format from the Altair website). Please note, this information is for 
monitoring purposes only and will not be seen or used by the recruitment panels.

For a confidential discussion about this role please contact Sioned Hughes.

How to apply

Sioned Hughes
Principal Consultant

sioned.hughes@altairltd.co.uk
07887 791381

https://altairltd.co.uk/application/
https://altairltd.co.uk/wp-content/uploads/2021/02/Diversity-and-recruitment-advertising-monitoring-form.docx
mailto:sioned.hughes@altairltd.co.uk
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