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The Recruitment and Selection Process 

How to Apply 

1. If you wish to apply for this post you should examine the Job Description and 
Personnel Specification carefully to assess whether you meet the essential and 
or desirable criteria for the post and then complete the Application Form.  

2. It is important you complete the application form in FULL.  Incomplete 
applications will not be considered.  CVs will also not be considered in place of 
an application form. 

3. Please note the closing date below. 
4. Completed application forms should be returned by email to 

recruitment@arbourhousing.org or returned by post to Arbour Housing Ltd, 18-
22 Carleton Street, Portadown, Armagh, BT62 3EN. 

 
Conflicts of Interest 
 
If a prospective candidate has any actual or potential conflict of interest with the 
activities of Arbour Housing Ltd, this should be declared clearly in the application.  
Any indirect association of this kind through any family member or partnership must 
also be disclosed. 
 
Closing date 
 
Applications should be received by 4.00pm on Monday 7th February 2022.  Late 
applications will not be considered. 
 
 
Short Listing Decisions 

 
Only those candidates who clearly demonstrate that they possess all relevant 
knowledge, experience, skills and abilities listed in the Personnel Specification will 
be shortlisted for interview.  We reserve the right to enhance criteria in order to 
facilitate the short-listing process.  It is therefore essential for your Application Form 
to give full concise information and evidence relevant to the position.  Application 
forms may be supplemented by continuation sheets as necessary.  Those who have 
not been shortlisted will be notified. 
 
Interviews are expected to take place week commencing 14th February 2022. 
 
 
Pre-appointment Enquiries 
 
If you are successful, you will receive an offer of employment conditional upon 
receipt of satisfactory vetting, references (to be determined at the sole discretion of 
the employer), pre-employment health check and confirmation of relevant 
qualifications.  Subject to satisfactory completion of these pre-appointment enquiries, 
you will be invited to take up the post as soon as possible.  We would emphasise 
that these enquiries will be carried out in full compliance with our Equal Opportunity 
and Data Protection policies. 
 



Job Description 
 

Job Title     Community Relations Officer – Fixed Term Contract  3 Yrs Revision Date January 2022 

Reports to TBC Department Housing 

Overall Purpose: The Community Relations Officer will play a pivotal role in the Association to help deliver an effective and co-

ordinated approach to resident consultations, and other forms of community and stakeholder engagement, as well as support the 

delivery of a wide range of community projects and programmes. 

 

This includes: 

• Identifying and establishing positive relationships with stakeholders. Supporting, engaging and mapping 
consultation with stakeholders and reporting outcomes to the Senior Management Team. 

• Developing and managing community investment projects to support shared housing and vibrant communities 

• Manage and work closely with the Tenant Experience and Community Engagement Officer to develop and implement a 
shared community strategy as part of Arbour’s contribution to the Department for Communities TBUC strategy. 

• Establishing Advisory Groups to inform and support the delivery of the Good Relations Plans, drawing membership from 
NIHE, local Councils, Local Community and Voluntary organisations, local Politicians and other statutory bodies. 

Key Responsibilities & Outcomes Education, Experience, Knowledge, Skills & Abilities 

Key Responsibilities:  

Developing a Community Development approach within Arbour 

• Tasks shall involve: 

• Develop and deliver community consultation exercises; 

• Identifying community skills, assets, issues and needs; 

• Ensuring that local people have their say; 

• Helping to raise public awareness on issues relevant to the community; 

• Raising and managing funds; 

• Liaising with interested groups and individuals to set up new community-

based services; 

• Training staff in equality areas including Good Relations/Community 

Development; 

• Planning, attending and co-ordinating meetings and events; 

• Overseeing the management of projects on a budget; Encouraging 

participation in activities; Challenging inappropriate behaviour. 

• Promoting Good Relations within Housing Association 
Communities 

• Establish links between residents in various Housing Association 

Communities/Schemes based upon topics and themes of mutual interest 

e.g. Social Economy, and record outputs in an Action Plan. 

• Overcome barriers and develop solutions that encourage and support 

communities to come together. 

• To work towards Good Relations and Community Integration by 

supporting communities through the promotion of mutual respect and 

understanding. 

• To bring communities together at showcase events to develop learning 

and understanding on important community issues 

• Embedding Community Development and Good Relations 
into Housing Management services 

• Ensure that adequate consideration of cultural diversity is incorporated 

into local Housing Management decisions. 

• Assist Managers to incorporate good relations into business planning. 

Promote and develop community-centered tenant participation 

• Actively promote, support and develop tenants’ associations and other 

community initiatives. 

• Attend Annual General meetings and Tenant Forum meetings to 

positively engage with tenants and contribute to these meetings as 

Essential criteria assessed at Shortlisting and Interview: 

 

• Education & Qualifications 

A Degree (or equivalent) in a relevant discipline e.g. social science; community 

development; community relations AND 3 years’ experience working in 

community relations OR 5 years’ experience. 

• Experience 

At least 3 years’ experience of building effective working relationships with 

public representatives, statutory agencies and community groups including 

relevant experience of mediating with hard to reach groups,  

 

At least 3 years’ experience of working on a funded programme and reporting 

on progress towards targets with experience of monitoring & managing 

budgets in accordance with policies, procedures/ external funding 

requirements. 

 

Experience in delivering Good Relations training in an innovative and 

challenging way. 

 

Demonstrate a track record in successfully negotiating effectively with 

stakeholders, to ensure successful partnerships and positive solutions to 

problems. 

 

Desirable criteria assessed at Shortlisting and Interview: 

• Experience 
Experience brining diverse groups together for events and training 

programmes having an understanding of people from diverse cultural 

backgrounds 

• Knowledge 
Knowledgeable and successful in grant applications. 

Knowledge of the Together Building a United Community strategy. 

 

(Arbour reserves the right to enhance shortlisting criteria.) 



required. 

• Develop, maintain, and cultivate relationships with key stakeholders in 

the public, voluntary, community, social housing, ethnic minority groupings 

and the private sector, demonstrating self-awareness, flexibility, and a 

collaborative approach. 

• Effectively communicate & manage information 

• Communicate in an effective and timely manner with Manager and 

NIFHA 

Coordinator. 

• Ensure that all reports required are written and presented in an effective 

and timely manner. 

• Working Practice 

• Ensure work is carried out in accordance with reasonable instructions, to 

a high standard and in agreed timescales. 

• Demonstrate a commitment to the values and principles of the 

organisation and Partnership organisations. 

• Ensure all internal standards within the Arbour are met with regards to:   

Correspondence  

Telephones and returning of phone calls  

Ensuring adherence to policies and procedure;  

Ensuring adherence to data protection and confidentiality  

Operating of equipment Work standards 

 

Carry out any other duties falling reasonably within the competence and 

capability of the post holder. 

Essential criteria assessed at Interview: 

• Knowledge 

Knowledge of the local and wider issues relating to Good Relations with 

recognition of key challenges and drivers. 

Knowledge of all relevant policies relating to Good Relations and Social 

Integration in Northern Ireland and in the Republic of Ireland. 

In depth knowledge and understanding of the equality issues and legislation 

and an awareness of the links between equality, diversity, community cohesion 

and social inclusion. A clear understanding of and commitment to equality 

principles and the ability to apply them in service provision. 

Complete proficiency in the use of Microsoft Office applications such as 

Outlook, Word, Excel and PowerPoint 

• Skills & Abilities 

Ability to influence others and make powerful presentations Excellent 

communication and interpersonal skills and the ability to facilitate focus/ 

discussion groups and to deliver Good Relations Training. 

Ability to use own initiative and plan and organise work. 

Have a flexible attitude to work. 

Other 

 

 

Driving Licence/ access to a form of transport 

required. 

Yes 

Mobile working required Yes 

Evening and weekend working required Yes 

Other Yes 

 Yes 

  

You are also required to undertake any other duties within your capabilities as may be reasonably required. 

Competency Requirements for the role 

Effective Two-Way Communication - Sharing facts and feelings to 

ensure all are informed, encouraging others to speak, whilst listening to 

their views even in the most difficult situations.  

Personal and Team Effectiveness - Overcoming obstacles and 

delivering results by showing and improving personal effectiveness, 

whilst ensuring co-operation with colleagues and external partners  

Embracing Change and Solutions - Having a positive attitude to 

change and the ability to identify opportunities to improve performance. 

Leadership and Motivation of Others - Encouraging others at all times 

to contribute their full potential to the organisation 

 

 

Customer Focus - Commitment to putting customers first and the ability to 

deliver a consistently high level of service 

Organisational Awareness - Understanding how the organisation works, its 

operating procedures and deliverables, in order to achieve its objectives 

Problem-solving and Decision-making – Ability to solve problems in an 

innovative way and make decisions independently  

Organising and Planning - Ability to manage own workload and of others to 

achieve results, meet deadlines 

Analytical and Research - Ability to analyse, interpret and assimilate 

information 

Equality and Diversity – Create a working culture that recognises, respects, 

values and uses Equality and Diversity for the benefit of all 

 

 



Summary of Terms & Conditions of Service 
 
 
 

Salary Scale: 

 

£25,481 - £27,741 Points 19-23  

 

Hours of Work:  

 

37 hours per week, Monday to Friday.  

 

Leave Entitlement:  

 

21 days per annum  

 

Place of Work: 

 

Offices of Arbour Housing Ltd Limited 

18-22 Carleton Street 

Portadown 

BT62 3EN 

 

Notice Period: 

 

1 Month 

 

Pensions: 

 

Arbour Housing offer a contributory pension scheme, 

further details of which will be discussed at job offer 

stage.   

 

Private Medical Insurance 

 

We offer Private Medical insurance for all staff available 

after completion of probation, with the option to add 

family members at preferential rates. 

 

Flexible working 

 

 

We operate a flexi time scheme allowing for flexible 

working arrangements outside of core hours. 

 

Probation: 

 

You will be on probation for a period of up to six months. 

 
 
 



 

Employment Policies 

 
The appointment is subject to satisfactory employment references, satisfactory 
checks of qualifications and a medical check. 
 
As part of the selection process for the vacancy, you will be asked to provide, in 
confidence, evidence of entitlement to work in the UK and any criminal history 
information.  
 
You are invited to complete and return the Equal Opportunities Monitoring Form to 
assist us in monitoring our Equalities Policy.      
 
The information provided by you on the Equal Opportunities Monitoring Form will not 
be made available to the selection panel.   Statistical and anonymous reports will be 
produced for monitoring purposes from the information contained in the document for 
submission to the Equality Commission on an annual basis. 
 
The information provided by you on the application and any supplementary forms will 
be used for the purpose of selection, recruitment and any further subsequent 
employment related administration if the application is successful.   
 
 

 

 

Arbour Housing Ltd is an Equal Opportunity Employer 

 

 


