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Welcome Letter 

  

Dear Applicant,  

Deputy Chief Executive Appointment 

Thank you for your interest in the role of Deputy Chief Executive at Zetetick Housing, this is 

an exciting opportunity for the right candidate to make a real and lasting difference.  It is 

our intention that the Deputy Chief Executive will succeed me as Chief Executive within the 

next 3-4 years. 

 

Zetetick is a specialist housing provider which was formed as a result of a shortage of 

organisations that were flexible or willing to support people with a learning disability who 

wish to secure a tenancy under the Supported Living model of care.   

 

Our primary purpose is to source and provide high quality domestic style residential 

accommodation for people who, primarily but not exclusively, have a learning disability.  

Key to our success is to work in partnership with Commissioners of Care, Care Providers and 

our employees who share our core values of social inclusion within the local community and 

focused activities that deliver positive outcomes for our Tenants. 

 

We are a financially sound and well-run charity and are well placed to grow and diversify 

our services.  Over the last year we have welcomed a number of new trustees onto our 

Board, initiated a governance review and commissioned an external review of stakeholder 

perceptions of the Charity.  

 

We are now in a position to move forward and resource our new marketing strategy and 

ambitious growth plans and are looking to appoint a strong leader who will report into 

myself and have responsibility for all operational staff.   

 

This is a rewarding role both personally and professionally and the challenges will be 

attractive to self-starters who can offer a broad range of business skills, awareness of the 

social care and housing environment and who can align with our values.   

 

If you’d like to be part of our future and believe you can make a positive difference, please 

read through this Candidate Brief and visit our website, both of which will provide further 

insight.  

 

Gary Scott 

Chief Executive Zetetick Housing 
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About Zetetick Housing 

Zetetick Housing (ZH) is a not for profit organisation that is regulated by the Charity 

Commission and was formed in 2007.  Our object is to provide high quality social housing to 

vulnerable adults and to grant them fair access to the Private Rental Sector (PRS) that will 

enable them to live within their local community.  Our primary location is Croydon, but we 

operate in all South London Boroughs and in the Southeast. 

We are currently operating around 80 properties, supporting more than 130 tenants whose 

needs range from mild learning disability to more complex and challenging issues. The 

service model is simple.  ZH sources accommodation from private landlords, we manage all 

aspects of housing related tasks on behalf of the tenants to enable them to maintain their 

tenancies, without which they would not be able to sustain their right to a home and 

participate in local communities. This is significantly different from other Social Landlords 

and unique to the sector, in that all the risks are borne by ZH and not our beneficiaries.  

Income is generated via the benefit entitlement of our tenants to receive government 

funding for their housing needs.  ZH’s social objects enables rents to be treated under the 

Special Accommodation rules that grants 'exemption status' from the prevailing capping and 

restriction on claimants’ benefit entitlements. This status ensures services remain 

affordable and tenable for our beneficiaries. 

Following the government’s much awaited announcement in August 2018, we are pleased 

that all supported housing funding is to be retained in the welfare system.   

Our surpluses are reinvested and support our business plan through the subsidy of high cost 

accommodation and services for more complex tenants. This supports the wider 

Government agenda to reduce the burden of social cost on the NHS, freeing beds and 

achieving greater value for money. 

Projects which have completed this year include the provision of a newly refurbished block 

of 10 flats within Croydon where Partnership working with property developers and 

Croydon Council during their period of referral exclusivity, was key to the project’s success. 

Further schemes of small blocks of self-contained accommodation are in the pipeline for 

2019 and beyond. 
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The Role | Role Profile for Deputy Chief Executive 

ROLE TITLE:   Deputy Chief Executive Officer 

RESPONSIBLE TO:  Chief Executive Officer (CEO) 

RESPONSIBLE FOR: All Operational Staff 

Purpose of the post  

This key role is responsible and accountable to the CEO for the implementation and delivery 

of the business and marketing strategies of the charity, leading the senior operational staff 

to deliver against the strategic aims. Reporting directly to the CEO, the post holder will be 

expected to work with key internal and external stakeholders helping to shape the future 

direction of the charity ensuring that it is inclusive to the needs of our beneficiaries.  

1. Main Tasks and Responsibilities 

To manage the Charity's day to day operations and its resources in accordance with Zetetick 

Housing policies and procedures, ensuring compliance with legal requirements and good 

practice in all aspects of the Charity’s work. To lead on the review, development and 

implementation of marketing strategies to achieve desired outcomes for the Charity. 

1.1. To oversee, lead and implement the delivery of in-house service provision within all 
new regional locations, as necessary, and in-line with Charity policy. 
 

1.2. To ensure the implementation, monitoring and reporting of key strategies, 
marketing, and other activities against agreed outcomes. 
 

1.3. To keep up to date with policy issues that impact the lives of our beneficiaries, 
bringing a wider perspective and well-informed view to the work of the Charity and 
to proactively respond to changes and opportunities. 
 

1.4. To meet regularly with the CEO and other members of the Senior Management 
Team to ensure the smooth running of the business and to lead on implementation 
of marketing & development strategies. 

 

1.5. To assist the CEO in delivering an effective income generation policy that is in place 
to secure income through tendering and negotiation for specific services and 
activities with commissioning authorities. 

 

1.6. To prepare timely Board monitoring reports against agreed outcomes for the 
services and other activities undertaken by the Charity. 
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1.7. To assist, prepare and write papers or reports for Board of Trustee meetings and 
general meetings with the CEO. 

 

2. Financial Management 
 

2.1. To assist the CEO to review the 5-year business plan and to present annual budget’s 
for approval. To monitor operational budgets and ensure effective management 
and use of all resources. 
 

2.2. To assist the CEO to develop financial strategies for the Charity to support its 
development in accordance with charity and company legislation.  

 

2.3. To ensure that all financial controls and procedures are complied with. 
 

 

3. Leadership and Management of Employees  
 

3.1. To provide leadership, supervision and direction to staff within the framework of HR 
Policies and procedures which are compliant with employment law. 
 

3.2. To line manage the Senior Managers and any other staff, as necessary, to meet 
organisational need. 

 

3.3. To support and develop your direct reports, ensuring that responsibilities are clearly 
understood, undertaken and monitored. 

 

4. Operational and Administration Framework 
 

4.1. To support promotion of diversity and equality of opportunity in all Zetetick 
Housing’s work and practices. 
 

4.2. To support and build a staff culture where everyone is valued and equipped to do 
their job. 

 

4.3. To monitor quality assurance as it pertains to the services and units under the 
auspices of Charity Law, regulatory bodies and funders.  
 

4.4. To assist the Charity in assessing any risks relating to all activities carried out by the 
organisation, in accordance with legal obligations and good practice. 

 

4.5. To ensure maintenance of an efficient office base and management of the premises 
and equipment owned or used by the Charity, in accordance with Health and Safety 
legislation, to ensure a safe working environment for all staff and volunteers. 

 

4.6. To assist the CEO in ensuring that all HR and H&S policies and procedures are in 
place and are updated in accordance with changing employment law.  
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4.7. To assist the CEO in ensuring that internal policies are reviewed and updated on a 
regular basis in accordance with the quality assurance systems. 

 

4.8. To monitor the effectiveness of the services and to ensure that Zetetick Housing’s 
high-quality standards and reputation is maintained.  

 

5. External Relationships  
 

5.1. To assist the CEO in maintaining existing good working relationships in all localities 
we operate with statutory and other agencies across the sectors and develop new 
ones as and when identified. 
 

5.2. To deputise for the CEO at meetings in all areas as directed and work in partnership 
and collaboration with other agencies, including local government, statutory, 
commercial and voluntary bodies. 

 

5.3. To actively promote and raise awareness of the concerns and interests of our 
beneficiaries and influence local decisions makers about the issues that impact on 
our service provision. 

 

5.4. To work in co-operation with statutory and other funders in relation to existing 
contracts and to support the CEO in exploring possible areas for development and 
negotiation of new contracts.  

 

6. Other Duties  
 

6.1. To keep up to date with relevant research, developments and publications locally 
and nationally in relation to issues concerning social housing, voluntary 
organisations and charity legislation. 
 

6.2. To attend regular supervision meetings with the CEO and undertake any training 
required to maintain the skills and knowledge necessary for the post. 

 

6.3. Any other reasonable duties which may be required by the CEO which are 
commensurate with the seniority and responsibilities of the post. 
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The Role | Person Specification for Deputy Chief Executive 

 

 Requirements: Assessed by: 
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Exercise 

EDUCATION       

Educated to degree level or demonstrable equivalent 

qualification  
X  X X  

EXPERIENCE     
 

 

Significant experience at senior management level of 

leadership within one of the following: voluntary, public 

or business sectors  

X  X X  

Experience of effective leadership, strategic planning 

and management of change  
X  X X X 

Knowledge and experience of achieving income 

generation and diversification of income streams  
 X X X X 

Significant experience of marketing services and 

products through both traditional and new media 

outlets.  

X  X X X 

Substantial experience of relationship building and 

collaborative partnership working within the voluntary/ 

public or private sectors  

 X X X  

Demonstrable track record of managing and monitoring 

performance to meet organisational objectives and 

delivery of quality services  

X  X X  

Experience of working successfully with a Senior 

Management structure  
X  X X  

Demonstrable experience of budget management  X  X X  

ATTITUDE & APPROACH       

Ability to think, act and communicate strategically and 

creatively  
X  X X X 

A natural negotiator with the ability to influence at all 

levels  
X  X X  

An enabling leader with real energy and passion for 

improving the lives of vulnerable people  
X  X X  
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 Requirements: Assessed by: 
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Exercise 

KNOWLEDGE & SKILLS       

Ability to lead and manage a team successfully with a 

focus on both development and delegation  
X  X X  

Knowledge of current challenges and policy changes 

within the social housing sector and commissioning 

environment  

 X X X  

Financial and commercial awareness and a strong 

analytical mind  
X  X X X 

Ability to be an excellent ambassador for the 

organisation building meaningful relationships with 

both existing and new contacts  

X  X X  

Excellent communication skills with the ability to 

articulate and present ideas clearly, coherently and 

emotively  

X  X X X 

Knowledge of the legal framework within which a 

charity operates  
 X X X  

Ability to proficiently use Microsoft IT packages X  X  X 

Ability to be self-managing  X  X X  

Full driving licence and use of own car   X X   
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Summary of Key Terms and Conditions 

Salary:    up to £70,000pa  

Car allowance:  £2,400 pa 

Pension:  Company Contribution NEST Scheme 

Contribution levels - Employer 3%; employee 5% 

Hours:    37.5 per week 

Annual Leave:  5 weeks plus Bank Holidays  

Location:  TBC - London/Brighton – M23/A23 corridor.   

The successful candidate will be granted the opportunity to arrange 

their office accommodation that balances the needs of the business 

and the applicant, subject to location and Board approval.   

 

Recruitment Process and Key dates 

If you would like an informal chat prior to making your application with either Hilary or Anna 

from Channing Hammond Associates, in the first instance please email 

hilary@channinghammondassociates.co.uk or anna@channinghammondassociates.co.uk  

and we will arrange a time to talk by return. 

The following timetable outlines the timescales that Channing Hammond Associates and 

Zetetick are working to.  If for any reason you are unable  to make the initial or final interview 

dates, please let us know in advance.   

 

Recruitment Stage   Dates 

Closing Date 

 

10am Monday 24th June 2019 

Initial Interviews with CHA 

 

Wednesday 3rd July 2019   

Online assessments and profiling  

Visits to Homes (optional) 

Week Commencing 8th July 2019 

Final Interviews with Zetetick  

 

Thursday 18th July 2019 

 

mailto:hilary@channinghammondassociates.co.uk
mailto:anna@channinghammondassociates.co.uk
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Initial interviews will be conducted on Wednesday 3rd July in Croydon with Hilary Channing 

and Anna Hammond  from CHA.  These will be for a maximum of 40 minutes. 

Candidates short listed from these initial interviews will be invited to undertake online 

profiling and testing for which they will receive feedback by telephone week commencing 8th 

July.  You will also be invited to have a look around some of the Homes during this week. 

The final interview will be with the Chief Executive and a selection panel drawn from the 

Board on 18th July 2019 and at this interview there will be a requirement for you to make a 

presentation.  

Any offer of employment will be subject to receipt of satisfactory references and a DBS check.    

 

How to Apply 

Zetetick Housing has engaged Channing Hammond Associates to manage the recruitment 

process and as such all applications should be uploaded through the Channing Hammond 

Associates recruitment portal  www.channinghammondassociates.co.uk/recruitment 

Please take a moment to review our requirements for making your application. 

Your completed application should consist of the following items: 

1. Your CV.  Please try to keep this to a maximum of 4 sides of A4.    

   

2. Your Supporting Statement.  Please keep to a maximum of 2 sides of A4.  This is your 

opportunity to demonstrate your suitability for the role and in doing so we would like you to 

include your motivation for applying for the Deputy Chief Executive role and the benefits to 

Zetetick of your appointment.  Please also tell us how your skills align to the requirements as 

outlined in the Person Specification.   

 

Underneath this candidate brief on our website you will find a Diversity and Equalities 

button which we invite you to submit and a Declaration button which is mandatory to 

submit.   Please complete and upload these forms at the same time as your application. 

 

Please upload your full  application to www.channinghammondassociates.co.uk/vacancies 

We will acknowledge your application within 24 hours of receipt, so in the event you do not 

receive this acknowledgement, please let us know so that we can check.      

We look forward to receiving your application. 

 

The closing date for applications is by 10am on Monday 24th June 2019. 

http://www.channinghammondassociates.co.uk/recruitment
http://www.channinghammondassociates.co.uk/vacancies

