
 

Post Head of World Habitat Awards 
 
Salary Circa £45,000 to £50,000 

Contract type Permanent, (subject to six-month probation) 
Full-time (34.5 hours per week)  

Closing date Friday, 5th April at 09:00am (GMT) 

Interviews Week commencing 29th April 2019 

Start date To be agreed 

 

We are a Leicestershire based global housing charity looking for an experienced manager to lead our 

World Habitat Awards programme and join our senior management team. You will lead a small, 

skilled and experienced team that runs the Awards competition, and a series of international 

programmes and events that arise out of it.  

The World Habitat Awards - run in partnership with UN Habitat - is the world’s leading housing 

competition. It provides a unique window onto the world of outstanding housing. Every year, you 

will receive submissions from extraordinary housing programmes from all around the world. You will 

have a small budget to invest in the best, so they can become even better, their ideas replicated 

elsewhere and help many more people in need.  

 

1.  About Us 

Billions of people around the world lack a safe home due to conflict, poverty, natural disasters, and 

weak housing rights. World Habitat aims to be a catalyst that helps people overcome these 

problems. We look for what works, help it grow and transfer great housing ideas to where they are 

needed most.  We do this by: 

• identifying great housing ideas and best practice from around the world;   

• transferring ideas and practices to places where they are needed most; and 

• helping new ideas grow, so they benefit the people who need them most 

We run the World Habitat Awards, carry out research and run programmes to make this happen. 

Currently we co-ordinate the European End Street Homelessness Campaign – a movement of 

thirteen European cities that have signed up to set a principles to end street homelessness for good. 

We help establish community-led housing in areas of the world where it is undeveloped, including 

Central and Eastern Europe, and informal settlements in cities in Latin America. 

 

2.  What We Offer 

World Habitat is a unique organisation. We have fourteen staff, most based in our office in Coalville, 

Leicestershire. We have global ambitions and lots of opportunities to travel and network around the 

world.  

 



 

World Habitat values diversity and aims to foster a diverse and inclusive working environment. We 

are flexible and family friendly. We offer flexitime including flexi leave, a 34.5 hour working week, 

some working from home, a generous pension, life cover and a competitive salary.   

 

We encourage career development with an appraisal system and opportunities to develop your 

knowledge and skills.   

 

 

  



Job Description –  Head of World Habitat Awards 

Post Title Head of World Habitat Awards 

Responsible to Director  

Responsible for:  Three members of staff   
 
 
Assisting the Director 

• Assist the Director with the management and development of the organisation as an active 
member of the management team.  Take a strategic lead in the areas of the business plan 
managed by the post.  

 

• To deputise for the Director as and when required. 
 

• Assist the Director in the preparation of reports for, and attending meetings of, the 
Trustees/Board. 

 
 
Leadership and Management  

• Provide leadership and line management for members of the team, setting an effective 
agenda that ensures that the organisation’s values, strategy and priorities are clearly 
understood by team members. 

 

• Co-ordinate activities such as research and evaluation, and deliver outputs for the team’s 
area of activity, for example, running the World Habitat Awards, knowledge transfer 
activities (such as international peer exchanges) and/or development programmes (such as 
Community-Led Housing).  

 

• Ensure appropriate performance targets and reporting systems are set and met that help 
staff deliver work of outstanding quality that delivers World Habitat’s strategic priorities. 

 

• Effectively appraise and manage the performance of staff, supporting their development 
and progression and taking effective action to address underperformance where necessary. 

 

• Identify best practice and use creativity to improve internal systems to best deliver the work 
of the organisation; with an eye on future needs. 

 

• Represent/speak on behalf of World Habitat to external partners and the media including at 
events and meetings. 
 

• Co-ordinate, organise, and attend meetings and events including the preparation of relevant 
supporting materials. 
 

• Contract and manage external suppliers as necessary.  
 
 
 
 
 



Finance  

• Work with the Head of Finance and Resources to manage and control the budget for the 
areas of the organisation managed by the post. In addition deploy financial, staffing and 
other resources effectively to best achieve World Habitat’s strategic priorities. 
 

 
Personal Development  

• Build and maintain a strong network of contacts that will support World Habitat to deliver its 
strategic priorities. 
 

• Maintain and develop knowledge and skills that help World Habitat deliver its strategic 
priorities. 
 

Other  

• Undertake travel within the UK and internationally as and when required by the organisation. 
This is likely to amount to around 25 days per year  

 
This job description sets out the duties of the post at the time it was drawn up. Such duties may vary 
from time to time without changing the general character of the duties or the level of responsibility 
entailed.  Such variations are a common occurrence and cannot of themselves justify a 
reconsideration of the grading of the post. 
 

 

 

 

  



Person Specification – Head of World Habitat Awards 

Knowledge and experience 

• Experience of operating at a management level (either executive or non-executive) within a 
commercial, government, or charitable organisation. 

• Successful track record of managing staff and motivating teams to deliver a vision. 

• Experience of managing budgets. 

• Experience of managing projects. 

• Appreciation and understanding of the role of the housing sector in a national and/or 

international context.  

• Degree level qualification (or equivalent relevant experience). 

 

Skills and abilities 

• Excellent communication and interpersonal skills. Ability to write and present compelling 

and persuasive papers, blogs, and presentations. 

• Able to lead and inspire staff, generate a strong team spirit, work collaboratively and build 

consensus, always seeking to raise performance. 

• Strong project management skills, ability to develop and manage plans that deliver 

successful results.  

• Able to assess risk and promote risk awareness, without being risk averse. Has a creative 

approach to problem solving. 

• Able to think independently and challenge appropriately. 

• Ability to forge productive and appropriate working relationships with people at different 

levels, particularly other managers, trustees and the Director.  

• Able to manage and appraise the performance of staff by setting clear objectives, delegating 

appropriately, and reviewing performance on a regular basis. In addition, providing advice 

and support where necessary. 

• IT literate – comfortable with communicating electronically on multiple platforms, 

producing, receiving and sending documents electronically.  

• Be prepared and able to travel within the UK and overseas on a regular basis. 

 

Personal behaviour and style 

• Actively leads by example, demonstrating the professional conduct expected of a manager.  

• A demonstrably strong commitment to equality, diversity and ethics. 

• Listens to others and provides effective decision-making when required. 

• Demonstrates credibility and integrity, builds trust and confidence. 



• Supports the mission, vision and values of World Habitat. 

• Open to learning and self-development and fosters a learning culture with others. 

 

Application, selection process and timetable 

Please ensure you have read and understood the above information.  

Complete the Application Form, ensuring that you outline clearly how your skills and experience 

meet the requirements of this Job Description and Person Specification. A Curriculum Vitae will not 

be accepted. 

Complete the Equal Opportunities Questionnaire and return the Monitoring Form. This form will be 

separated from your application upon receipt. 

If you are successful, we may undertake checks including taking up references to ensure that you are 

qualified for the job. When these checks are complete we will make you a formal offer of 

employment.  

Applications must be received by 09:00 am (GMT) on Friday, 5th April 2019. Please send your 

application by email if possible. 

We will let you know by Friday, 12th April if you are to be called for an interview. 

Interviews will take place week commencing 29th April 2019. 

Please send completed application forms to Ms Sharon Smith at recruitment@world-habitat.org 

and indicate “Post: Head of World Habitat Awards” in the subject field. 

Ms Sharon Smith 

Office Manager 

World Habitat Tel  01530 510444 

Memorial Square Fax 01530 510332 

Coalville Email recruitment@world-habitat.org 

Leicestershire Web www.world-habitat.org 

LE67 3TU 

 

 

 

 

 


