Your Homes Newcastle Application Pack

YHN is committed to being an Equal Opportunities employer and promotes Equality and Diversity

About YHN
What is Your Homes Newcastle?

We are an Arms Length Management Organisation (ALMO),

set up to manage and improve Newcastle City Council’s homes.

Your Homes Newcastle:

• came into being on 1 April 2004

• is a not-for-profit company 100 percent owned by Newcastle

City Council

• manages over 29,000 homes

• employs over 800 staff.
Why were we set up?
Newcastle City Council looked at the different ways it could raise extra money to improve council homes. It decided that the best way to get more money was to set up an ALMO – Your Homes Newcastle, which is independent and run by its own Board.
We were successful in bidding to the Government for extra money to do up council homes. This was conditional on achieving at least a “good” rating which we did when the Government inspected us at the end of 2004. This extra money was a huge incentive to improve the services we deliver to customers.

In April 2008 we were inspected again by the Audit Commission. We received a three star rating and were said to be providing an “excellent three star service which has excellent prospects for improvement.”

Although this did not release any more money, it meant that we were in a stronger position to expand our services and become much more than a housing provider.

Why work for YHN? 
We are committed to making YHN a great place to work, so as well as competitive salaries we offer a range of benefits to all of our staff. 
Work life balance

We are committed to introducing policies that will enable employees to achieve a balance between work and caring or family responsibilities; benefiting both us and you! 

Pension scheme 

We have a final salary pension scheme which you can join as soon as you start with us. The contribution figures change each year, but generally you will contribute a third of the scheme’s cost, and we will contribute the rest! 

Annual leave 

We offer very generous leave entitlement that takes account of previous service at YHN or continuous service from certain other employers, leading to a maximum of 28 days leave per year. 

Flexi time 

Our flexi system aims to allow flexible working. With no core times, you can work at any time during office opening (typically 

07.00 until 19.00, subject to business needs). Once you have worked your contracted weekly hours, any additional time worked can be taken as ‘flexi’ time. 

Where possible flexi time can be used to take a little extra time off work, or to enable you to start a little later or finish earlier. You can also use your time to take a maximum of 2 days flexi leave in any 4 week period. 

Development
We have an in-house training team dedicated to developing programmes that will help you both personally and professionally. When you join us, you will take part in a 2 day induction and will also be enrolled in various training programmes that we run throughout the year. 

We offer you a range of opportunities to learn and develop including our Mentoring Scheme. We have a number of work-based ‘mentors’ who can share the benefits of their experience and knowledge by giving you guidance on your personal and career development. 

Continuous service 

When joining YHN, if you qualify for continuous service, any time you spent with a local authority organisation or any other organisation which recognises continuous service will be added to your time in employment with us.
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Application form guidance notes





Thank you for considering employment with Your Homes Newcastle. Please read all of the information before completing your application. 
There are three parts to the form. This helps us make sure that the process is effective, objective and fair. 
Part A asks for your personal information. 
This information will be held by HR until the interview stage and will only be passed to the Recruiting Manager should you be successfully shortlisted.
Part B is used for equal opportunities monitoring purposes only. 
This is removed on receipt of your application and will not be seen by anyone involved in the selection process. Our intention is to select the best candidates for the job regardless of their sex, race, disability, sexual orientation, religion or belief or age. 
Part C asks for information about your past jobs and any experience, qualifications and skills that you have and asks you to demonstrate your competence in 4 key areas (further information on competencies can be found in the competency based application and interview guidelines) 

Please do not submit a CV. We only accept applications made on an official YHN application form. We ask you to provide dates of employment only in order to enable us to confirm your work history and this information is not used for any other purpose. The retirement age at Your Homes Newcastle is currently 65, therefore we are unable to appoint anyone aged 64 years and 6 months or older. This is in compliance with the Equality Act 2010.
Guaranteed Interview Scheme (GIS)
Your Homes Newcastle is committed to the employment and career development of people with disabilities and we guarantee an interview to all applicants with disabilities who have demonstrated that they have the competencies required for the post. If you wish to be considered for an interview under this scheme, please complete the declaration at the end of the application form.
You must complete and return all parts of the application form. Please use black ink or type as this form may be photocopied. 
Vacancies at YHN usually attract a high volume of applicants, so unfortunately we will only contact you if you have been shortlisted. If you have not heard from us within six weeks of the closing date, please assume that your application has been unsuccessful. 
If you require this form in a different format (Braille, large print, audio tape etc) please contact the HR Recruitment Team on 0191 278 8597/8598.* 

Please return your completed and signed application form to: HR Recruitment Team Your Homes Newcastle, YHN House, Newcastle upon Tyne, NE7 7LX Fax: 0191 278 8596,  e-mail: hr@yhn.org.uk (If you are replying by e-mail we will ask you to sign your application form during your interview.) 
*Information on all our vacancies is available via RNID Typetalk by dialling the prefix 18002, then dialling the Recruitment Team on the number above. 
Applications must be received no later than 6pm on the closing date specified. 

Your Homes Newcastle Limited.  Registered in England and Wales.  Registration number 5076256. Registered office: Newcastle Civic Centre, Barras Bridge, Newcastle upon Tyne, NE1 8PR.  A company controlled by Newcastle City Council.
[image: image2.jpg]2

Your Homes
Newcastle

Competency based application
and interview guidelines





Your Homes Newcastle uses competency as a framework for assessment in recruitment and selection. Section C in our application form asks you to give details of how you meet the key competencies for the role that you are applying for. 

What is a competency? 

A competency describes the skills and behaviour needed to effectively perform in a role. All of YHN’s job descriptions detail the Core Competencies that are required in all of our jobs. These competencies are split into:
Organisational Competencies (Apply to all YHN roles and employees):

· Personal

· People

· Business

· Management (This will only be relevant if the role has management responsibility)

Position Specific Competency (Apply to the specific job that you are applying for or employed in):

· Technical

You will notice that you have more space for the Technical competency this is so you can demonstrate fully how you meet the requirements specifically for the role you are applying for. 

How to answer a competency based question 

A competency could be knowledge, attitudes, skills, values, or behaviours which can be acquired through talent, experience, or training. Ideally, examples should be from your workplace experiences but can include: voluntary work, sports and social activities, family life, education etc.
A good way of answering competency based questions is by using the CAR approach. CAR stands for Context, Action, Result. 
	Context
	Forms an introduction, describing the scenario you faced, date and place.

	Action 
	What action did You take? Try not to focus on what the group or team did without making clear what your own contribution was. 

	Result 
	Forms the conclusion. What results did you achieve? What did you learn from the experience? 


Example 

	Context
	In my current role, I tend to have lots of competing deadlines and found that as a result, some deadlines were not being achieved. 

	Action 
	I decided to review my work practices, and suggested implementing a ‘traffic light’ prioritisation system; labelling tasks as red, amber or green depending upon their urgency. 

	Result 
	My ideas were accepted and implemented by my whole team, and I now find that I (and my colleagues) are now managing to hit 100% of our deadlines. 


How you will be scored
You will be scored 0 – 4 on each competence, and a weighting will be applied to each score, for example, the more important the competence the more your score will be multiplied by. The weighting is outlined in the Scoring Information document that you should use alongside the Job Description to complete the application form. 

The Technical Competence score will include other aspects from the application such as previous employment.

Remember when answering the competency based questions not to just say what you can do but tell us about what you have done!

If you require any further information on Competency Based Recruitment processes, then please ring our HR Recruitment Team on either 0191 278 8597 or 0191 278 8595.
Community Housing Offices

Blakelaw/Cowgate 

Sheriff Leas
Springfield Road
Blakelaw
NE5 3DS

Byker 
45/47 Brinkburn Street
Byker
NE6 1QN


Cruddas Park 

Cruddas Park Shopping Centre 
Westmorland Road
NE4 7RW 


Fenham 

199/201 Two Ball Lonnen
Fenham
NE4 9RS 

Gosforth 

Council Offices
High Street
Gosforth
NE3 1JL
Newbiggin Hall 

1 Yetholm Place
Newbiggin Hall Estate
NE5 4ED 

Throckley

5 Broomyhill Road

Throckley

NE15 9LP

North Kenton 

The Kenton Centre
Hillsview Avenue
North Kenton
NE3 3QJ


Scotswood 

468/470 Armstrong Road
Scotswood
NE15 6BY 


Shieldfield 

Stoddart House
Clarence Walk
Shieldfield
NE2 1AB
Newburn Site

Unit 5 Greenfinch Way

Newburn Riverside

NE15 9NX

St Anthony's 

172 – 174 St. Anthony’s Road
St. Anthony’s
Walker
NE6 2PD 

Walker 
Walker Centre
Church Walk
Walker
NE6 

West Denton
Outer West Customer Service Centre
West Denton Way
Newcastle upon Tyne
NE5 2QZ

Westgate
Prospect House Prospect Place
Newcastle upon Tyne
NE4 6QD

Head Office

YHN House 

Benton Park Road
South Gosforth
NE7 7LX

