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WELCOME LETTER 
 
LYHA is an amazing place to work for those who can turn vision into reality, are happy to be accountable for 
their results and have the energy levels needed to drive positive change. We have high expectations and are 
passionate about our customers. If you share these values then read on. 

LYHA is a traditional housing association with 65 years of history making a positive impact in Leeds and 
Yorkshire. Steeped in history and building on our heritage you will find us to be a modern, vibrant business 
with clear vision to make a real difference locally. We are planning a great future and this new role is an exciting 
part of the next stage in our journey.   
  
We have ensured LYHA is financially strong and developed new homes on a par and equivalent to the largest 
Associations in the country. We have ensured our homes are well invested in and have provided a good level 
of customer service.  
 
You will be an experienced Contract Manager who will strengthen the delivery of day to day contracting 
services for Repairs, Voids, Cyclical and Planned Maintenance contracts. The focus of this role will be to 
improve contractor performance and contractor efficiencies whilst leading on a range of planned and 
cyclical programmes. 
 
The job will be fast paced, interesting and fun. We are looking for an exceptional person to enthusiastically 
contribute to delivering excellent, cost effective services which are truly valued by our customers. If you are 
confident you can deliver in that environment and are up for the challenge then we’d love to hear from you. 

 
We aim to be an Employer of Choice by offering attractive terms and conditions, a thorough induction and 
plenty of opportunities to learn on the job or through training. We positively welcome and support diversity in 
our workforce and welcome applications from all sections of the community. 
 
 
I hope the details in this pack provide you with all the information you need. I look forward to receiving your 
application. 
 
 
 
Wayne Fox 
Property and Asset Manager  

  

 



Contracts Manager 
LS6 2TN, Headingley, Leeds 
Contract Type: Fixed Term up to 12 months 
Salary: £32,583 to £36,203 per annum, plus £2500 Car Allowance  
Hours of Work 37.5 hours per week, Monday to Friday  
Generous benefits: 25 days leave, plus bank holidays, Occupational Pension Scheme, Flexible working hours and 
family friendly policies 

 

We a looking to recruit an experienced Contract Manager who will strengthen the delivery of day to day 
contracting services for Repairs, Voids, Cyclical and Planned Maintenance contracts. The focus of this role 
will be to improve contractor performance and contractor efficiencies whilst leading on a range of 
planned and cyclical programmes. 

 

To be right for this vacancy, you must have: 

 A relevant property related qualification or the equivalent experience of working in maintenance 
services  

 A proven track record, delivering outstanding results and contributing to the success of your 
organisation  

 An approach to work that shows a dynamic nature, a can do attitude and experience of a hands 
on role 

 The right behaviours and the capability to be a strong leader with clear customer focus and a 
positive can do attitude 

 A full driving licence and access to your own vehicle  

 

In return we will provide you the opportunity to: 

 Be part of the Wider Leadership Team, working to deliver the organisational objectives  
 Manage and develop the Property Surveyors and drive performance 
 Give you experience of working in a highly ambitious Housing Association  
 Support you with your career development 

 

Who are we?  

Leeds & Yorkshire Housing Association (LYHA) is a small and forward-thinking housing association that 
manages over 1,500 homes across Yorkshire.  Most of these homes are in the Leeds area, but we also 
manage properties in Barnsley, Settle, Whitby, Scarborough and Mirfield. These range from studio 
apartments to four-bedroom houses and from period properties to new builds and estates. 

 

We are committed to helping address the housing crisis. We have an ambitious new-build strategy in 
place and over the last two years have increased our portfolio by 15%. In 2017/18 we built 90 new 
homes and are building another 46 this year.  Our focus is primarily on affordable rented homes and we 
have also begun to deliver a small number of shared ownership properties as well. 

 

We aim to be an Employer of Choice by offering attractive terms and conditions, a thorough induction 
and plenty of opportunities to learn on the job or through training. We positively welcome and support 
diversity in our workforce and welcome applications from all sections of the community. 
.  



How to Apply:  

Please submit an up to date Curriculum Vitae (CV), a covering letter and your Equality Monitoring form 
as your submission for the post. The CV and letter combined should be no more than 6 sides of A4. 

It is important that your CV and letter highlights the supporting evidence of how your previous 
experience, knowledge and skills relate to the requirements as set out in the role profile and person 
specification.  

 
The selection process is based on both covering letter and CV. With more weight given to your 
covering letter. Within your covering letter should demonstrate how you specifically meet the Person 
Specification for the role.  

Within your CV please ensure that you provide the following information: 

 Full name and postal address 
 Work and home telephone contact numbers and your email address 
 Employment history 
 Qualifications including confirming your driving licence status 
 Current Memberships of relevant professional associations/institutes 
 

We also request that you complete the Equality Monitoring form which is on the LYHA website. Please 
return your all your documents by 5pm Friday 26th April 2019 to recruitment@lyha.co.uk  

Key Dates: 
Closing date: 5pm Friday 26th April 2019 
Interview date: Friday 10th May 2019  
 
  



 

Contract Manager Job Description 
 
Job purpose 

 To assist the Property & Asset Manager with the delivery of the day to day services for Repairs, 
Voids, Cyclical and Planned Maintenance contracts across the organisation.  

 To improve contractor performance and contractor efficiencies whilst leading on a range of 
planned and cyclical programmes and delivering these within prescribed budgets and timescales. 

 To assist the Property & Asset Manager to co-ordinate an efficient, cost effective and customer 
focused service for all areas of responsibility listed above. 

 Promote high performance and quality standards that are customer focused with in your team 
and a customer focused team culture; one that genuinely places the customer / our tenants at the 
heart of what we do and plan to do. 

 To provide management support and technical advice within the team and the wider organisation.   
 To successfully lead, direct and manage all contractors to deliver a comprehensive repairs and 

planned maintenance service to agreed standards and targets. 
 Provide effective leadership and performance management which support and develops your 

team to realise individual and team potential. 
 To ensure high levels of productivity, cost effectiveness and quality ensuring maximum 

performance of all resources in accordance with the standards, policies and working procedures 
of Leeds & Yorkshire Housing Association. 

 Ensure compliance with legislation relating to all functions and areas of responsibility. 
 
Key Responsibilities: 
 To ensure all programmes are delivered on time and to high standards. 
 Ensure the proactive management and monitoring of sub-contractors is undertaken. 
 To negotiate and liaise with customers, clients, suppliers and sub-contractors to ensure that 

Construction Services are maximising profitability and minimising risk. 
 To seek opportunities to diverse the business through tendering for work  
 Assist in the preparation of contract documents and advice on specifications. 
 Attend contractor review meetings as required to feedback on works carried out with the aim of 

improving their service. 
 To ensure the service complies with relevant Health and Safety legislation and procedures, 

including Construction Design Management (CDM). 
 Ensure that all relevant record keeping, procedures and policies are maintained to meet internal 

and external requirements, regulations and legislation.  
 To effectively monitor relevant budgets ensuring appropriate control mechanisms are in place and 

reporting any discrepancies to the Property & Asset Manager and Finance team. 
 Monitor expenditure to ensure costs are kept within agreed budgets and take appropriate action 

to deal with problems as they arise. Ensure proactive communication with the Director of 
Customer Services on budget / spend issues. 

 Work with the Finance Team to ensure effective financial management and forecasting to deliver 
robust budget management, ensuring compliance with all financial regulations and standing 
orders. 



 Effective management, monitoring and control of contractors and suppliers in accordance with 
standing orders, financial regulations and LYHA policies and procedures.  

 Provide services to customers that are of the highest quality possible within the resources 
available, ensuring value for money and which addresses issues of vulnerability, diversity and the 
needs of customers. 

 To be responsible for ensuring that customers are provided with accurate and timely information 
in relation to their repairs to improve customer satisfaction and reduce avoidable contact and 
complaints received. 

 Lead on the investigation of all complaints in line with the Complaints Policy within your team  
 Be an active and effective member of the Property Team and ensure that accurate and timely 

information is provided as required 
 Provide effective leadership, which supports and motivates your team to ensure they are 

managed, coached and developed in order to maximise their full potential, while demonstrating 
leadership of the Associations values and delivery of the LYHA Business Plan. 

 Lead and manage your staff through a consistent approach to recruitment, training, appraisal, 
development, communications (regular team meetings and 121s) and performance management, 
in accordance with policies and procedures, and in an effective and sensitive manner. 

 
Note 
 
No job description can be entirely comprehensive and the job holder will be expected to adapt and 
carry out such other duties as may be required from time to time, on the understanding that they will 
be within the individual’s remit and capability, and consistent with the status and responsibilities of the 
role within the organisation. 
 

 



Person Specification: Contracts Manager  
You will be short listed for interview based on how you meet the following criteria. 
 

Selection Criteria Method of 
Assessment 

A relevant trade qualification to a minimum NVQ level 3 or City and Guild 
equivalent, or minimum Level 2 trade qualification and minimum CITB Level 3 
Occupational Work Supervision QCF (NVQ) qualification. Desirable 

CV- C 

Knowledge of construction related legislation with demonstrable experience of 
working within CDM regulations 

CV-SL 

Knowledge of various construction skills, working practices and working 
environment across all trade disciplines, including lone working and health & 
safety standards. 

CV-SL-I 
 

Knowledge of legislation relating to the repairs and maintenance of housing 
stock to ensure services are delivered within set guidelines and legal 
requirements 

CV-SL-I 
 
 

Asbestos Awareness CV-SL-I 
 

IOSH – Managing Safely in Construction certificate, or equivalent, or to 
successfully complete training within 6 months of commencing employment. 

CV 
 

CITB QCF (NVQ) Level 4 Construction Site Supervision Desirable C 

Experience of working in a challenging and changing environment and of successfully 
leading a team through change. 

CV-SL-I 
 

Experience of managing staff in a construction/repairs & maintenance 
environment in multi-trade types of work and able to provide multi-trade advice 
to staff 

CV-SL-I 
 
 

Experience of budget monitoring and achieving value for money CV-SL-I 
 

Motivated to deliver high performance and continually develop and improve 
 

A-CV-I 

Flexible approach in responding to the requirements of the role CV-SL-I 
 

Ability to drive and access to own transport  C 

 
Method of Assessment 

CV Curriculum Vitae 
SL Supporting Letter 
I Interview 
P Presentation 
W Written Exercise 
S Skills Test 
C Production of Certificate 

  



 
Job Competencies: Contracts Manager  
You will be expected to demonstrate the following when you are in post 
 

Communication 
 Communicate openly and honestly, with a wide range of people and audiences  
 Present information clearly and concisely. 
 Engage with people by listening to ideas and seeking different views 
 Able to work positively with a range of people with different ideas and perspectives 

 
Delivering Excellent Service 

 Understand and analyse customer needs to help shape future services and current 
delivery 

 Develop partnerships that improve services 
 Challenge the status quo and identify ways that lead to improvements 
 Identify best practice and set ambitious targets which deliver value for money for 

customers  
 A track record of delivering on promises to customers 

 
Managing and Motivating People 

 Lead, encourage, engage and motivate staff in a way which supports and develops them 
 Encourage high performance in others so that they can be the best they can 
 Promote streamline working across the Organisation  
 Positive approach to diversity, which values and promotes an environment where people 

work effectively together 
 

Positive and Resilient  
 Effective problem solving and conflict resolution 
 Resilient, positive and calm when responding to conflicting priorities 
 Roll model a positive approach  
 Flexibility and adaptability to hours, ways of working and priorities 
 

Strategic  
 Contribute to decision making at LYHA 
 Lead projects to deliver successful outcomes that benefits customers 
 Translate the vision, values and strategic aims into everyday activities 

 
  



 

 
Behavioural Framework 
This framework sets out how we behave at work. It is not just about what we do, it is all about how we do it.  
 

Value Description Behaviour 
 
 

STRONG PRINCIPLES & INTEGRITY 

 Fair, ethical and honest 
 Open & transparent 
 Treat each other and everyone with respect 
 Encourage and welcome diversity and value 

different people’s experiences and skills 
 We challenge and we are open to challenge 

 Communicate openly and honestly with customers and listen 
to their views 

 Understand the diverse needs of people and make sure we 
deliver services that take account of, and meets their needs 

 Welcome and encourage feedback, use it to help improve 
services 

 Work together as a team by being considerate, sharing, 
supportive, and respecting the views & beliefs of others 
 

 
 
 

WORKING TOGETHER 
 
 

 Genuine partnerships with our tenants and 
customers 

 Form strong and effective partnerships to 
complement our strengths and deliver results 

 We work as a team – One LYHA 
 We want to be trusted 

 

 Share goals and work well together with colleagues and 
customers to achieve our goals 

 Be part of a team that works collaboratively together. 
Everyone is recognised for the role they play - their 
contribution is trusted and valued 

 Function well together using different strengths, aiming for 
high standards of performance, takes individual responsibility 

 Spot opportunities for working with partners & use them to 
improve communities & give something back 
 

 
 

PEOPLE FOCUSSED 
 

 Flexible and responsive 
 Shape services to meet customers’ needs and 

expectations 
 We care about outcomes and want to make a 

difference 
 Listening and learning organisation 

 Listen to customers views and aspirations and use what they 
say to make changes for the better 

 Make sure that we are available to customers when they need 
us and go out of our way to help them by going the extra mile 

 Show customers we understand their needs, by focusing on 
them as an individual, being empathetic and responding to 
their needs 

 Use energy and passion to deliver our promises to customers 
 

 
 
 

PROFESSIONAL 

 Aim for excellence and innovation in 
everything we do 

 We invest in and develop our staff to ensure 
we provide the highest standard of service 

 Put plans in place which are innovative, are built on what we 
know and have learnt, but which are flexible and responsive 

 Deliver high standards of service by knowing our roles, being 
efficient, timely, and getting things done right first time 



  
 

 We care about value for money and aim to be 
efficient and effective 

 We spend our time and money wisely ensuring 
we deliver the best possible services and 
products 
 

 Deliver excellence by having focus, being on the pace, being 
leaner/fitter, always delivering, and by developing & using our 
specialist skills 

 Set an example through our positive approach, being honest, 
reliable, communicating openly and honestly, and reflecting 
and reviewing – be an Ambassador for LYHA 
 

 
 

AMBITIOUS 

 We don’t stand still.  We never rest on our 
laurels and continually look for ways to 
improve and do better, yet we have our feet 
on the ground   

 We are creative, innovative and solutions 
focussed 

 We punch above our weight 
 

 Communicate training and development needs and make 
sure that our skills are used to the full – to become multi 
skilled Mr. Magnificent 

 Positively challenge the way things are done currently to find 
ways of improving, being the best, focusing on outcomes 

 Aim to be captains in our field by growing our services 
steadily, being competitive, looking at best practice and 
upping the pace 

 Be proud of what we are good at, believe in what we can 
achieve, recognise and celebrate successes 
 

  

 



 
 

Our Corporate Plan 
 

 
  

Summary Key Terms and Conditions 

Salary £32,583 to £36,203 per annum, plus £2500 Car Allowance  

Holiday 
Entitlement 25 days per year  

Healthcare Benefit UKHealthcare (Contributory Scheme) 

Pension 
Social Housing Pensions Scheme (SHPS) CARE 1/80th Defined Benefit 
Scheme 

Notice period 2 months 

Work Life Balance Flexible working hours and family friendly policies 
 


