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INFORMATION FOR APPLICANTS

ABOUT CAIRN HOUSING ASSOCIATION 

Our mission is to provide good quality affordable homes and services in communities where people want to live.

Through our offices in Edinburgh, Glasgow, Coatbridge, Inverness and Thurso, we intend to pursue our main objective of meeting local housing need in partnership with Local Authorities, Communities Scotland and others. As we believe that local access to management is essential, we intend to retain a local presence in areas where we take on new tenant responsibilities.

Established in 1976, we are a non profit organisation with charitable status and governed by legislation regulating registered Housing Associations. We have in the region of 280 full and part time staff and are governed by a Committee of Management made up from tenants and individuals with a range of appropriate skills and experience. 

We manage nearly 3000 properties throughout Scotland, providing a range of housing and services:

General Needs Housing is provided for single persons, couples and families in a wide range of  developments throughout Scotland.
Sheltered Housing is provided for retired people aged 60 or over whom, while able to live independently in their homes, would benefit from warden and emergency alarm call services provided within a well-designed and homely environment.

Very Sheltered Housing (Extra Care) is provided for older people who are a little less independent and would benefit from a higher level of staff support together with an emergency alarm call service, set in a homely suburban villa environment.

Our Care Homes, registered with the Scottish Commission for Regulation of Care, provide a warm homely environment for very frail older people. Highly experienced and qualified staff provide full personal care and support ensuring a high quality of life for our residents in their late years.
Amenity Housing is designed mainly for people who are 50 or over and who as a result of a medical need or physical disability, would benefit from a 24-hour emergency alarm service.

Homestake is a Government initiative, which assists people to become homeowners, by bringing properties into what is regarded as an affordable level. This is done by allowing people to raise finance for a percentage of the market value of the house (usually 60% or 80%), and by doing so, they can acquire the property and take on all the legal rights and obligations for the whole house. The Government retains an interest in the equity share of the property (40% or 20%) via the housing association who participates in the scheme.

When the owner wishes to sell, they receive the equity value of the house that they own and the Government re-uses its share to fund further homestake projects.

We also have some Supported Housing and special lets with voluntary agencies to meet specific needs.

ABOUT THE OPERATIONS DEPARTMENT

The Executive Director of Operations is responsible for a department delivering both housing management and housing support and care services. Services are delivered to our tenants and residents throughout 22 local authority areas via our area office network and locally based staff in its 25 sheltered developments, and in 2 Care Homes and 8 Very Sheltered Houses. In delivering these high quality services the Operations department works in close liaison with other departments within Cairn HA.

CARE & SUPPORT

Within Care and Support we value our staff and do our best to ensure we are good employers.  We expect a lot from people and in return we offer fairness, flexibility and support.

With locations across Edinburgh, Care and Support offers a variety of accommodation and support to older people in 2 Care Homes and 8 Very Sheltered Houses. 

Residents enjoy the community aspects of a shared house, while retaining the privacy of their own room.  Staff team members work together to provide a friendly environment and offer general support to residents while promoting independence.  At our Care Homes the staff team is available 24 hours a day and also provides personal care to residents.

Care and Support benefits from a wide circle of volunteers who contribute to our houses.

We aim to provide older people with a fulfilling quality of life experience and staff and volunteers are supported in achieving the highest standards of professionalism in all aspects of their work.  

ABOUT THE JOB

See enclosed job descriptions and person specifications.
ABOUT OUR TERMS AND CONDITIONS OF EMPLOYMENT

Salary

The salary for Bank Staff varies depending on the position covered. Further information will be provided at interview if you are selected to attend. Salaries are subject to review each 1 April.  

Hours of Work

Various hours of work are available to provide relief cover for holidays and sickness within our Very Sheltered Houses and Care Homes in the Edinburgh Area.
Please state on your application form which type of position/s you are interested in. Please note if you would like be considered for more than one type position.  
Annual Leave

Annual leave will be accrued throughout the year in relation to hours worked. This will be calculated on a pro rata basis. 
Training and Development

Dependent on their role within the organisation, staff will already hold or be required to work towards a relevant qualification in line with the requirements of the Scottish Social Services Council (SSSC).
Retirement Policy

Currently the normal retirement age for Association staff is 65.

ABOUT OUR APPLICATION PROCESS

General

Please do not enclose your C.V. We need information from all applicants to be presented in a consistent format as shortlisting decisions will be based on the information you provide in the application form. It is therefore important that you complete all sections of the form as fully as possible. If you require more space than the form allows, please continue on a separate sheet. Your application form will be photocopied so please complete it in black ink or typeface.

Person Specification

This sets out what we consider are the essential and desirable requirements for this post. The information you supply on the application form should address these requirements so that we can see how you meet the criteria listed.   

Relatives of Association Staff/Board Members

We ask if you are related to employees or Board members as Housing Associations are legally required to identify and record this information to prevent any suspicion of favouritism. Being related to staff or Board members does not prevent you from being employed with us, but failure to disclose such a relationship may do so. Details should include the nature of relationship e.g. niece or husband, and the name of the employee or Board member. If in doubt, please ask. 

References

Please supply names and contact details of two people who can comment on your suitability for the post. One of these must be your current employer (or, if you are unemployed, your last employer). Referees should not be close relatives, friends or partners. References will not be taken up until after interview.

Qualifications

Under the heading of University/College/Other, please include qualifications gained through other forms of learning such as correspondence, open, distance. 

Please do not enclose copies of qualification certificates with your application. If you are invited to interview you will be asked to bring evidence of your highest relevant qualifications with you.

Other Relevant Training

Use this space to tell us about any other relevant training you have undertaken, which has not led to a recognised qualification but which is relevant to the post you are applying for.

Present/Most Recent Employment

If you have been with your current or last employer for a number of years and have held different posts during that time, please clarify this. If any of the earlier posts held were more relevant to the post you are applying for, please ensure that you tell us about them.

Statement in Support of Application

Please provide us with any additional information, which helps to show how you meet the requirements of the post. Include experience gained through voluntary work, if relevant. 

Disclosure Scotland

The successful candidate will be subject to a criminal conviction check through Disclosure Scotland, the cost of which will be met by the Association. 

Asylum and Immigration Act 1996

In order to comply with the Asylum and Immigration Act 1996 the Association has to satisfy itself that you are legally able to work in the U.K. If you are invited to interview you will be asked to bring appropriate documentation with you e.g. passport, birth certificate, P60. 

Equal Opportunities

We strive to be an equal opportunities employer and we welcome applications from people irrespective of their sex, religion or belief, nationality, ethnic origin disability or sexual orientation.

Interviews

Reasonable interview expenses, at public transport rates, will be paid.

Returning Your Completed Application Form

Completed application forms must be returned to us at the address below. Please mark  envelope “confidential” for the attention of the HR Department. 

If you have any queries about your application, or the recruitment process in general, please contact the HR Department on 0131 556 4415.

Cairn Housing Association,

22 York Place

Edinburgh

EH1 3EP 

Web site: www.cairnha.com
Email: recruitment@cairnha.com
A registered Scottish Charity No. SC016647
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