
  

 
 

 
 
 
 

 
Business Administration 

Assistant 
Maternity Cover  

Recruitment pack 
 

 

 
Our mission 

 
We build great homes and support successful lives by 

being a better business 
 

 

         

 
 

 
 
 

http://www.rooftopgroup.org/about-us/news-and-features/latest-news/Top+Award+for+Housing+Partnership


  

 
Rooftop – join us and make a difference  
 
Since 1994 we’ve helped people in housing need get a 

safe, secure, and appropriate home.  

For nearly a quarter of a century we have been at the 

heart of our communities, serving our customers.  

Our communities are changing, and we are changing with 

them. We’re becoming a modern, agile and lean business 

our customers will need for the next quarter century. 

We’re not just looking for a new Rooftop employee, 

we are looking for a colleague to join our team, 

shaping the way we all work together.  

You will have the chance to make your mark. 

At Rooftop we live our values because our values build our business. Our values underpin 

our development and rewards programme, and our new Personal Development Plans make 

sure that our people have the up to date skills for an ever-changing work environment.  

We want you to be the best you can be by giving access to aspiring management 

development based on the Insights programme, job specific training, and education 

courses. 

Our people have gone from the beginning of their career to be the next leaders of the sector 

with our people being involved in the prestigious NHF Greenhouse Project. 

You will be based in our newly renovated Evesham office (we are very proud) but your 

personal issue kit means you can work anywhere with wi-fi.  

We want you to have the right balance in your life. 

You will be joining an organisation that has big ambitions.  We lead national initiatives on 

Rural Housing, Gypsy and Travellers, and Young Leaders.  

If you want to grow as a team member and support the vital work we do, we want to hear 

from you. 

 

 
 
 
 



  

About Rooftop Housing Group 
 
 
 
 
 
 
 
 
 
 
 
Rooftop Housing Group Limited (Rooftop): 

• Was formed in 2003.  

• Non-asset holding, non-charitable Registered Society with the Financial Conduct 
Authority (FCA) (29661R).  

• Registered Provider of social housing by the Homes and Communities Agency 
(HCA) (L4404).  

• Does not own any homes but provides all operational and corporate services, 
including Finance, IT and digital, Human Resources and Communications for the 
whole Group. 

 
Rooftop Housing Association (RHA): 

• Was established as an asset holding non-charitable body in 1994 to take a transfer 
of 4020 homes from Wychavon District Council in Worcestershire. 

• Until 2014, RHA was known as Evesham and Pershore Housing Association 
(EPHA).  

• Registered Society with the FCA (27786R)  

• Registered Provider of social housing with the HCA (LH4050).   

• Converted to charitable status in 2003 and provides most of the affordable housing 
held by the Group meeting charitable criteria.  

 
Rooftop Homes Limited (RHL): 

• Formed as a housing association in 2003.  

• An asset holding non-charitable Registered Society with the FCA (29660R)  

• A Registered Provider of social housing with the HCA (LH4405).   

• RHL mainly provides housing for NHS key workers together with residential garages 
and garage courts and one shop.  

• Main purpose is to provide affordable housing and any commercial activities are 
undertaken with the intention of generating revenue surpluses and capital growth 
that can be ploughed back into affordable housing activities.  

 
Accreditations 
Rooftop has been awarded the following:  

• The Sunday Times 100 Best Not-for-Profit Organisations to Work For 2019 

• Queen’s Award for Enterprise – UK’s highest accolade for business success, as 
part of the Matrix partnership 

• ISO 9001:2015 – planned maintenance and improvements 

• ISO 9001:2015 – responsive maintenance services 

• ISO 14001 – environmental management 

 
Rooftop Housing Group Limited 

Rooftop Housing Association Ltd Rooftop Homes Ltd 
 

Audit and Risk 
Committee 

Nominations and 
Performance 
Committee  

Remuneration 
Committee 

 

 



  

 

Executive structure and responsibilities 
 



  

 
 

 
 

Role description – Business Administration Assistant 
 
Reports to:  Housing Administration Manager  
 
Location:  Head office, Evesham  
 
Job purpose 

 
Provide an efficient, comprehensive, proactive and confidential administration support 
service as part of the Housing Administration team.  
 

Key areas of responsibility 

 
General administration 
 

• Provide administration support to the Senior Housing Management Team with letter 
composition, bids/other documents and report preparation for Executive Team and 
Board. At all stages, formatting and proofreading checks completed. 

 

• Support the Senior Housing Management Team in managing their diaries, organising 
meetings and events with internal colleagues and external agencies. 
 

• Assist the team to support the Senior Housing Management Team to meet their 
deadlines. 
 

• Raise purchase orders and manage invoices for budget holders, ensuring every payment 
follows financial regulations. 

 

• Collate performance indicator reports and information returns. Maintain accurate and up-
to-date information for monitoring the contracts. 

 

• Arrange meetings and training events; book facilities/equipment; prepare agendas and 
reports. Prepare rooms including furniture set up, refreshments, catering and provide IT 
equipment as required. 

 

• Attend meetings, produce and distribute accurate minutes within agreed timescales.  
Identify and monitor action points to support the directorate’s commitments. 

 

• Manage incoming and outgoing internal and external mail including post, email, 
mailboxes, distributing promptly and effectively to colleagues.   

 

• Assist and provide administration support in the preparation of accreditation and service 
inspections. 

 



  

• Assist with the team’s support to managers undertaking policy and procedure reviews 
and maintaining an accurate log. 

 

• Participate in the co-ordination and promotion of events, as required. 
 

• Maintain an effective filing system and undertake housekeeping of electronic data 
systems ensuring clean live data is retained at all times in accordance with the Data 
Protection and Privacy Policy. 
 

• Be proactive in creating efficiency within the team by communicating in an effective and 
positive way, to ensure the smooth running of our services. 

 
Telephone administration 
 

• Handle a wide range of telephone enquiries and correspondence, professionally and 
courteously.  Refer issues to the appropriate individual or team. 

 

• Support the managers in undertaking initial concern/complaint investigations and 
preparing responses to customer concerns or complaints. 

 

Responsibilities for all 

 
• Ensure legal obligations and the organisation’s policies and procedures are implemented and 

complied with, including financial regulations, Procurement Policy, health and safety and all 
regulatory requirements. 

 

• Ensure a high level of customer care is provided to both internal and external customers. 
 

• Ensure positive promotion and representation of the organisation at all times. 
 

• Undertake any other reasonable duties as requested. 



  

 

Requirements to undertake the role 

Area Essential Desirable 

Highest level of 
educational/ 
professional 
qualification: 

• English at GCSE or equivalent  

Work experience: • Working in a similar and busy 
environment 

• Managing diaries and 
appointments 

• Formatting and proofreading 
documents 

• Meeting preparation and taking 
accurate minutes 

• Dealing with customer telephone 
queries 

 

Skills/knowledge/ 
aptitude: 

• Ability to grasp new tasks and take 
responsibility quickly 

• Ability to work effectively under 
pressure  

• Exceptional customer service skills 

• Accuracy and attention to detail 

• Excellent keyboard skills 

• Excellent English, spelling and 
grammatical skills 

• Excellent telephone manner 

• IT literate – databases, word, 
excel, Powerpoint and Outlook 

 

Additional information: 
 

 
Values and behaviours 

We work together:  
We talk 
We listen 
We network 

We make things better: 
We solve 
We learn 
We evolve 

We do the right thing: 
We own 
We support  
We act 

 

The above duties and responsibilities may vary from time to time, to enable us to meet 
the needs of the business.  You will be consulted regarding any such changes. 
 
Please sign and return a copy of this role description, to the Human Resources team, to 
confirm that you have read and understand your duties and responsibilities. 

 
 
  

 
 
 

 



  

Benefits: Business Administration Assistant 

Location Head Office, Evesham 

Hours per week 37 

Salary per annum £20,440 pro rata to the length of contract  

Annual leave entitlement 23 days per annum pro rata, plus: 

• bank holidays; 

• one concessionary day; and  

• one extra day will be added for each full holiday 
year completed, up to a maximum of five extra 
days.   

Pension scheme 

 

Social Housing Pension Scheme – Defined 
Contribution, minimum 4% 

Rooftop will match your contribution from 4% up to a 
maximum of 9% 

Modern working environment with agile and flexible working 

Subsidised gym memberships 

Cycle scheme 

Employee volunteering scheme 

Health scheme (cash plan) which includes an Employee Assistance Programme 

Sports and Social Club 

New home leave 

Occupational maternity, adoption and paternity leave 

 

 
 
 
 
 
 
 
 
 
 
 



  

Equality, diversity and dignity at work 
 
We are an equal opportunities employer and we treat all people fairly, and with dignity, 
regardless of: 

• race 

• sex 

• religion or belief 

• pregnancy and maternity 

• marriage and civil partnership 

• gender reassignment 

• disability  

• age 

• sexual orientation 
 
To make sure we have an equal and diverse workforce, we try to create a culture that 
promotes equality and diversity in all aspects of employment, including recruitment and 
selection, training and development and employment practices. 
 
We do this by: 

• reviewing our recruitment and selection processes to make sure they are fair and 
provide equality of employment 

• providing all our staff with the appropriate training and development they need to 
enable them to achieve our aims and realise their full potential 

• collecting and monitoring recruitment, training and employment data to identify 
any areas of in equality and comparing this data against relevant targets and 
best practice 

• reviewing and developing our employment practices and related terms and 
conditions to make sure they are non-discriminatory and fair to everyone 

 
We want to encourage people from underrepresented groups to apply for our jobs, so 
our workforce reflects the profile of the local communities and our residents.  We also 
value the contribution that staff who consider themselves to have a disability make to 
our workforce. 
 
As a Disability Confident Employer, we welcome, applications from people who have a 
disability.  If you can demonstrate on the application form that you meet the essential 
criteria as listed in the person specification for the role, we will invite you to an interview. 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

Dignity at work 
 
We are committed to working towards creating a working climate in which all staff are 
treated fairly and with dignity and respect. 
 
We aim to: 

• make full use of the talents of our staff 

• prevent acts of discrimination, exclusion, unfair treatment and other negative or 
demeaning behaviours 

• demonstrate our commitment to equal opportunities for all 

• respect and value differences 

• be open and constructive in our communications 

• handle conflict fairly and be fair and just in our dealings 

• develop positive behaviours in our staff 
 
Safeguarding 
 
Rooftop Housing Group recognises that Safeguarding Children is everyone’s 
responsibility and that our role to be that of prevention and early detection and to work 
with lead agencies when there are suspicions or allegations of abuse.  Disclosure and 
Barring checks will be undertaken where appropriate and this will be advised in the role 
description. 

 
Recruitment of ex-offenders  
 
Statement 
 
We use the Disclosure and Barring (DBS) service to assess applicants’ suitability for 
positions of trust, we comply fully with the DBS Code of Practice and undertake to treat 
all applicants for positions fairly.  We undertake not to discriminate unfairly against any 
subject of a disclosure based on a conviction or other information revealed. 

 
We are committed to the fair treatment of our employees, potential employees or 
service users, regardless of their offending background. 
 
We actively promote equality of opportunity for all with the right mix of talent, skills and 
potential and welcome applications from a wide range of candidates, including those 
with criminal records.  We select all candidates for interview based on their skills, 
qualifications and experience. 
 
Where a disclosure forms part of the recruitment process, we encourage all applicants 
called for interview to disclose details of their criminal record at an early stage in the 
application process.  We request that this information is sent under separate, 
confidential cover, to the Human Resources team and we guarantee that this 
information will only be seen by those who need to see it as part of the recruitment 
process. 
 
Unless the nature of the position allows Rooftop to ask questions about your entire 
criminal record, we only ask about ‘unspent’ convictions as defined in the Rehabilitation 
of Offenders Act 1974 amended by the Legal Aid, Sentencing and Punishment Act 
2012. 



  

 
We ensure that all those in Rooftop who are involved in the recruitment process have 
been suitably trained to identify and assess the relevance and circumstances of 
offences.  We also ensure that they have received appropriate guidance and training in 
the relevant legislation relating to the employment of ex-offenders, e.g. the 
Rehabilitation of Offenders Act 1974. 
 
At interview, or in a separate discussion, we ensure that an open and measured 
discussion takes place about any offences or other matter that might be relevant to the 
position.  Failure to reveal information that is directly relevant to the position sought 
could lead to withdrawal of an offer of employment. 
 
We undertake to discuss any matter revealed in a disclosure with the person seeking 
the position before withdrawing a conditional offer of employment. 
 
Having a criminal record will not necessarily bar you from working with us.  This 
will depend on the nature of the position and the circumstances and background of your 
offences. 
 

General Data Protection Regulations 
 
In order to assess your employment application and ensure a fair and consistent 
recruitment process, we need to collect relevant personal details.  We comply with all 
current and appropriate data protection legislation, guidance and company policy when 
collecting, holding, processing and using personal data that you provide.  This means 
that your personal data will only be used in accordance with the above and will be 
treated as confidential. 
 
As part of your registration and application through our online recruitment portal 
(Networx), you will be provided access to the Vacancy Privacy Statement and Privacy 
Policy.  Should you be successful in your application for employment with Rooftop, you 
will be provided with a copy of our Privacy Notice. 
 
We will store your application data for 6 months.  After this period, it will be fully deleted. 
If you do not wish for your information to be retained, please let us know. 
 

How to apply 
 
For information of Rooftop Housing Group, please visit our website 
www.rooftopgroup.org 

 
For an expression of interest form please contact a member of the Human Resources 
Team. 
 
Interviews to be advised. 
 
Short-listed candidates will be invited to attend an interview, those who are not 
successful will be notified.   
 

http://www.rooftopgroup.org/

