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SECTION 1      
 

 
December 2017 
 
 
 
Procurement and Contracts Manager   
 
 
Thank you for your interest in this position.  
 
Enclosed is the information you will need to assist you in applying for the role. 
 
To apply please: 
 

 Fill out the application form 

 Include a supporting statement detailing how you are a good candidate for 
this post and how you fulfil the role profile & person specification  

 Fill out the equal opportunities monitoring form 

 
Please ensure your full name is on all documents and ensure you place the 
title of the role you are applying for in the subject heading of your email. 
 
Applications should be e-mailed to careers@h4w.co.uk  
 
Good luck with your application. 
 

 
 
Zaiba Qureshi 
Chief Executive 
Housing for Women  
 
 

mailto:careers@h4w.co.uk


 
 

 
SECTION 2      INFORMATION FOR YOU 
 
Housing for Women – a brief background  
 
Housing for Women is an independent organisation supporting women in London 
and challenging the inequalities they face.  As a charity and a housing association, 
we are proud to have housed London’s women for 80 years; providing secure, 
affordable housing and related services to help them make the most of the 
opportunities they have. We also provide targeted housing and support for women 
who have suffered domestic abuse, been trafficked or released from prison.   
 
We own 881 homes across 8 London boroughs. The majority of our accommodation 
is for women and their families nominated by the local authorities where we operate. 
The Association only gives tenancies to women and we provide a range of general 
needs housing options. Our housing management/maintenance teams are trained in 
the particular needs of our client group to provide gender sensitive services. 
 
Domestic violence and abuse damages and disrupts the lives of thousands of women 
and their children. We provide immediate support and refuge for women and their 
children in several sites across South East and West London. Our refuges provide 
safe accommodation for 65 women and 100 children each year and support to a 
further 50 women who choose to stay in their homes. 
 
Re-Place is the only project in London offering second stage housing and support for 
women who have been trafficked for sexual exploitation or domestic servitude. These 
women are some of the near-3,000 women trafficked for prostitution in the UK at any 
one time.  
 
Re-unite is a project where we work with female ex-offenders who would otherwise 
be homeless and lose custody of their children on release from prison.  The project 
offers a programme of tailored support to tackle the problems they face in order to 
break the cycle of reoffending.  
 
We have a dedicated worker who provides advice and support to older tenants living 
in our properties. She helps with a range of issues from welfare benefits, ensuring 
tenants receive appropriate social care and advising on housing options.  We also 
provide support to the Older Women’s Co-Housing Group. 
 
Our vision is to we work to empower women through providing good homes and 
services and challenging inequalities faced by women.   This vision is guided by a set 
of values:        
 
Empowering  - We enable our people to use their talents to provide the service our 
customers want.   We aim to empower our customers to make choices and have 
greater control of their lives. We do it all the time. 
 
Positive - Our people have a ‘can do’ attitude.  We are positive about change and 
see it as an opportunity to develop. 
 
Acting with Integrity - We are fair, open and honest and keep our promises. We 
know how important it is for people to have trust in us. We work hard to earn and 
keep that trust. 
 
Committed to Excellence - We are always striving to do better and are enthusiastic 
about learning from our experiences to improve. 
 



 
 

Our Strategic Objectives for 2017-20 are: 
 

1. Provide excellent service in partnership with tenants, increasing the level of 

customer satisfaction with all services 

 

2. Retain financial viability  

 

3. Optimise our use of assets in order to effectively invest in bringing property up 

to the standards expected by our clients, and to meet the revenue challenge of 

the government driven rent cut 

 

4. Empower women and challenge inequality by continuing to invest at current 

levels in our added value activities, leveraging additional value through pro-bono 

activity and volunteering 

 

5. Strengthen our business through continued investment in IT infrastructure, 

mobile working, and data management, in people skills and organisational 

development  

 
 
 
Working at Housing for Women 
 
With around 90 staff and volunteers, we are not a large organisation so every single 
member of staff is vital if we are to deliver on our vision and values.  This requires a 
high degree of commitment from our people and a passion for what we do.  Below, 
some of our team share their stories of their time with the Housing for Women.  

“I am always proud to say where I work as the name, Housing for Women, says 
exactly what we do and it always gets a positive reaction.  I have worked here for a 
long time because I believe in the values we promote and that is to give women in 
London safe and secure homes so that they can build great lives for their families.”     

“Housing for Women is a dynamic and fun office to work in where you can see first-
hand the work that is carried out to support vulnerable women and their children in 
London. All of the teams work closely together and it is great to gain knowledge of 
how other areas of the organisation work.”    

“Being a woman working for an organisation that has morals that I understand, that is 
passionate about improving the lives and environment of its residents, and with close 
regard for its staff is where I want to be.”  
 
“We all work together as one big team, sharing ideas and listening to each other, and 
all working to the same goals.” 
 
Our offices are based in the heart of Brixton, with its lively shopping hub and foodie 
reputation, 5 mins walk from the tube. 
Benefits we offer 
 
We have set out the details of the formal terms of employment in Section 3. Here, we 
cover some of the additional benefits that we offer to people who work with us. 
 
 



 
 

 Pension 
All staff who have completed three months’ service are eligible to join the 
company pension scheme.  Housing for Women contributes up to 10.5% 
dependant on the level of employee contribution.  The minimum employee 
contribution is 1%. 
 

 Performance related pay scheme 
HfW regularly benchmark our salary ranges to ensure we are paying a fair wage 
to our employees. New employees are usually appointed at the start of the salary 
range for their job, with an opportunity to receive a pay rise each year, depending 
on how well you perform in your role. Once your salary is at the top of the range 
you will still have the opportunity to earn non-consolidated payments each year 
according to your performance. 
 

 Death in Service benefit 
We give free Death in Service benefit, to all staff who have completed their 
probationary period, of 3 x annual salary. 

 
 
 
Additional benefits 
 

 Season ticket loans 
After you have completed your 6 months’ probation period you would be eligible 
to apply for a season ticket loan that you pay back in equal monthly instalments 
during the year. 
 

 Childcare vouchers 
From day one you would be eligible to “sacrifice” some of your gross salary in 
return for a maximum of £243 per month in childcare vouchers.  You benefit from 
a slightly higher value voucher than the income you have “given up” and a small 
reduction in tax.  You must use these vouchers with registered childcare 
providers. 
 

 Gym membership 
After you have completed your probationary period, we will contribute £15 a 
month to your gym membership.   
 

 Eye tests 
If you use computer screens as part of your job here, we will pay for annual eye 
tests. If you find that you do need new prescription lenses we may pay contribute 
half of the cost up to a maximum of £30. 
 

 Professional Subscriptions 
We may pay subscriptions to professional bodies if that membership brings a 
benefit to the organisation.  This is at our discretion and it would count as a 
taxable benefit. 
 

 Immunisations 
We offer immunisations against Hepatitis B and Tetanus for those staff who we 
have determined that it is advisable to do so given the work that they do. 

 

 Sabbaticals 
When someone has worked here for 5 years or more we will consider unpaid 
sabbaticals of up to 6 months.   

 



 
 

 

 Buying and Selling Annual Leave 
You may be able to buy or sell up to 5 days annual leave in a holiday year.  

 

 Professional Qualifications 
Housing for Women is committed to the continual Learning & Development of all 
staff and will consider funding or part funding of any courses or qualifications, 
which may be beneficial to the employee or Association. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 



 
 

 
 
SECTION 3   THE ROLE AND WHAT WE ARE LOOKING FOR  

      
 

JOB DESCRIPTION 
 
 
 
 

Job Title:  Procurement and Contracts Manager 
  
Department:  Operations  
    
Reports to:  Director of Operations  
      
Responsible for: N/A 
 
Location:  Blue Star House, Brixton     
  

 
Overall Aim 
 
To provide effective procurement leadership, developing and managing a programme 
of procurement of key contracts and services covering corporate and property based 
contracts. 

To lead on the management of selected existing contracts against compliance with 
contract terms, setting standards and expectations and supporting managers to 
deliver good standards of contract management. 

To provide advice and support to line managers on procurement and processes, the 
drafting and review of a wide range of contracts, ensuring value for money and 
financial accountability at all times. 

To lead on soft market testing, supplier engagement activities and relevant research 
activity. 

 

Financial Scope 

To generate savings of at least £250k over a 3 year period from procurement 
activities 

 

 
Key Responsibilities 
 
Procurement 
 

 Develop a Procurement Strategy and plan across all relevant areas of 
business and suppliers  

 Ensure the full requirements of Housing for Women, where relevant, are 
reflected in the procurement process; including  



 
 

 Legal compliance (including data protection) 

 Commercial risk  

 Operational risk  

 Value for Money  

 Social Value  

 Health and Safety  

 Equality and Diversity  

 Modern Slavery  

 IT  

 Financial Regulations  

 Coordinate and facilitate the re-procurement activity with the relevant 
stakeholders across the organisation, thereby allowing stakeholders to 
concentrate on their core roles and responsibilities  

 Act as a central source of support, guidance and advice on procurement 
related matters  

 Update all procurement documentation and processes in accordance with 
legal requirements and industry best practice  

 
Controls, Policies and Procedures  
 

 Develop systems of control, policies and procedures relating to procurement 

 Liaise with relevant staff to ensure policies and procedures are followed  

 Ensure that legislative requirements are understood and incorporated into 
controls, policies and procedures  

 Co-ordinate the association’s approach to procurement, ensuring policies and 
procedures are adhered to at all times  

 Set up and maintain a control framework to ensure that all procurement 
activities are effectively managed and are in accordance with Standing 
Orders and Financial Regulations and Procurement Policy  

 Develop a Procurement Toolkit to ensure that relevant staff know the correct 
procurement process to be followed  

 
Contract Management  

 Set up a process of review for all contracts, ensuring that maximum Value for 
Money benefits are achieved through supplier rationalisation, tail end spend 
control and reduction in purchasing transaction volumes  

 Identify high risk suppliers and develop an appropriate supplier risk strategy  

 Encourage effective contract management across the business with regular 
reviews, development of Service Level Agreements and key performance 
measures  

 Build and develop good relationships with key suppliers to ensure best Value 
for Money and customer satisfaction  

 To monitor trends in supplier performance and propose/implement plans to 
respond to such trends  

 Establish and maintain a procurement plan covering a rolling 3-year period to 
ensure that all activities can be forward planned and that adequate resources 
exist  

 Engage with the business to identify the key procurement priorities and 
ensure that resources are assigned accordingly  
 



 
 

Value for Money  

 Reviewing existing contracts and identify opportunities for improved Value for 
Money  

 Assist in the implementation, monitoring and update of the Value for Money 
Strategy 

 Initiate projects such as carrying out spend analysis and supplier reduction 
with a view to delivering Value for Money  

 Making a contribution to Value for Money Assessments  
 
Reporting  

 Prepare a quarterly report to the Executive Team, providing a review of   
procurement activities, achievements, risks and issues  

 Assist senior management in the preparation of reports and providing 
performance information in a timely manner  

 
Continuous Improvement  

 Ensure that data with regards to procurement performance is effectively 
captured and analysed to enable improvement plans to be developed  

 Highlight areas where poor practice and/or significant risk have occurred and 
prepare, in conjunction with line managers, remedial plans.  

 Continuously develop procurement expertise to support staff development, 
knowledge and expertise in procurement activities, via training and regular 
briefings  

 Keep up to date with changes to procurement legislation and to advise the 
Executive Team on the impact  

 Adopt the use of technology to improve the efficiency of procurement related 
activity  

 Participate in benchmarking projects to assess the Group’s performance 
against other comparable organisations, and to use the information to drive 
up performance 

 
Budget & Financial Responsibilities  

 Work with stakeholders to set achievable and realistic budgets for procured 
contracts  

 Undertake benchmarking to assist with the setting of achievable and realistic 
budgets for procured contracts  

 Work with stakeholders to monitor contracted spend to ensure budgets are 
maintained  

 

Other 
 

1. To act in accordance with the aims of Housing for Women 
 

2. To promote and implement Housing for Women’s Diversity and Inclusion 
Policy and other polices adopted by the Board. 

 
3. To undertake other duties reasonably expected of the post. 

 
4. To attend evening and occasional weekend meetings and events 

 



 
 

5. To participate in benchmarking projects to assess the Group’s performance 
against other comparable organisations, and to use the information to drive 
up performance  

 
 

Please also be aware of and follow Housing for Women’s policies and procedures, 
with particular attention to health and safety, equality and diversity and customer 
service excellence. To further your development and knowledge you will be expected 
to attend training as necessary. 
 
Housing for Women reserves the right to amend this role profile as necessary, after 
consultation with the post holder, to reflect changes in or to the role 



 

 
 

SECTION 4  PRINCIPAL TERMS AND CONDITIONS OF EMPLOYMENT 
 
 
Hours of work and location 
 
35 hours per week – Full time – 12 months FTC 
Monday – Friday  
 
London 
 
Salary 
 
Up to £46,000 per annum 
 
 
Annual Leave  
 
27 days plus Bank Holidays plus one additional day upon completion of 5 years’ service up 
to a maximum of 3 additional days after fifteen years. 
 
 
Sickness entitlement  
 

Length of Continuous Service Maximum Duration of Sick Pay 

 Full Pay Half Pay 

During Probationary period n/a n/a 

From end of probation period up to 1 
year’s service 

1 month 1 month 

From 1 to 5 year’s service 2 months 2 months 

Over 5 year’s service 3 months 3 months 

 
 
Pension 
 
All staff who have completed 3 months’ service are eligible to join the company pension 
scheme.  Housing for Women contributes up to 10.5% dependant on the level of employee 
contribution.  The minimum employee contribution is 1%. 
 
 
 
 
 
 

 
 
 
 
 
 
 
 



 

 
 

 
 
 

 
SECTION 5    KEY DATES 
 
 
 

 
Closing date for applications  
 

 
On-going 

 

 
First Interview  

 
TBC 
 

 
 

 


