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June 2021  

Dear Applicant 

Non-Executive Director Recruitment 2021 
 

Thank you for your interest in a non-executive director role with Concert Living Limited. I 
hope you find this pack useful in preparing your application. 
 
Concert Living is a private housebuilding subsidiary of the Progress Housing Group 
(the Group). Concert Living was incorporated in 2017 with the aim of developing homes 
for sale on the open market, with profits generated being fed back to the Group to 
support its core activities. 
 
Following a successful pilot programme to deliver 100 homes, Concert Living is now 
looking to progress into an established small to medium enterprise (SME) house 
builder in the North West with an initial output of around 100 homes per year by the 
end of the financial year 2024/25. 
 
We are seeking to appoint two independent non-executives to support the existing 
board deliver this mission and maintain effective succession planning. We would 
encourage applications ideally from individuals with a house building or housing 
sales and marketing background. 
 
Information on how to apply is available within the information pack. 
 

 
 
Geoff Fogden 
Chair of Concert Living Limited  
 
 
 
 

 
 

 

 



 
How to apply 
 
Please provide the following: 
 

• Completed application form (including supporting statement and details of two 
referees as detailed within the form) and Equality and Diversity monitoring 
questionnaire; 
 

• If you wish, you may include an up to date CV, showing your full career history 
including any breaks, any voluntary and other relevant experience and any current or 
recent non-executive director roles; 

 
Applications will only be considered if all documentation is completed.  Applications must be 
received by 10am on Friday 16 July 2021.   
 
 
Submission 
 
Please send your application: 
 

• By email to governance@progressgroup.org.uk, or 
• By post to Concert Living NED recruitment, Governance Team, Sumner House, 21 

King Street, Leyland, Lancashire, PR25 2LW 
 

It is your responsibility to ensure that we have received your application.  If you do not 
receive confirmation of receipt of your application within 24 hours of sending by e-mail 
please contact 03333 204555 and ask for the Governance Team to ensure it has arrived.  
You should also ensure that you use a secure email address from which to send your 
application, as our system may filter out emails that it believes to be spam or which have 
been sent from an unsecure source.  Documents sent in WordPad may be treated as spam. 
 
Please note that it is not mandatory for you to complete the Equality and Diversity 
questionnaire.  The information requested is for monitoring purposes in line with our 
commitment to equality and diversity, and will not affect the outcome of your application.  
 
 
Timetable for recruitment 
 
Closing date Friday 16 July 2021 
Shortlisting w/b 19 July 2021 
Interview Dates  Tuesday 27 July 2021 or Thursday 29 July 2021. 
Notification to applicants  Monday 2 August 2021 
 

 
 

 

 



 
Further information 
 
If you would like to discuss any aspect of the recruitment process or talk generally about the 
roles please contact: 
 
Gillian Hayhurst 
Head of Governance and Deputy Company Secretary  
Tel: 03333 204555 
 
If you have any queries on Concert Living Limited, please contact: 
 
Laurie Lane 
Managing Director, Concert Living Limited  
Tel: 01772 810250 

 
 

 

 



 

 

EX D – GUIDANCE FOR  
UPROGRESS HOUSING GROUP 

UROLE DESCRIPTION 

 

UTITLEU:    Non Executive Director of the Concert Living  
     board 
       
 
UACCOUNTABLE TO U: The Chair of the Concert Living board  
 
UACCOUNTABLE FOR: U The performance of Concert Living 
 
 
UROLE PURPOSEU:  
 
To carry out the role of a Non Executive Director of the Concert Living board, a 
subsidiary company of Progress Housing Group created with the purpose to 
develop properties for outright sale and to enable the delivery of a profitable pilot 
programme of 100 homes for sale over the next three years in the Lancashire area. 
 
UESSENTIAL ROLE CRITERIA: 
 
Non Executive Directors are responsible for leading the Concert Living board and 
ensuring that:  
 
 The highest standards of probity are maintained and all legal requirements are 

met, monitored and maintained 
 The long term sustainability of Concert Living remains central to the board’s 

focus 
 There is a positive impact on the culture of the Group - effective relationships 

are grown within the Group and with partners and stakeholders 
 The Concert Living board is active in promoting the organisation ensuring board 

members use their spheres of influence to benefit the group in its broader 
purpose  

 
 
UDUTIES AND RESPONSIBILITIES 
 
As part of the board, and under the leadership of the Chair of Concert Living, all 
Non Executive Directors are responsible for: 
 

 Setting the vision, mission and standards for Concert living and upholding 
the organisations values and objectives 

 



 

 

 Developing Concert Living’s strategy to deliver homes for outright sale 
 

 Using skills and judgement to contribute to debate and reach conclusions 
that are in Concert Living’s best interest and furthers its objectives. 

 
 Agree, review and uphold the key policies and procedures 

 
 Contribute to and take decisions objectively and in the interests of Concert 

Living and share responsibility for board decisions 
 

 Setting and reviewing the performance management framework, scrutinising 
the financial and management performance against the strategic aims and 
business plan 

 
 Preparing for and attending meetings, training sessions and other events as 

required, ensuring the effective conduct of the business 
 

 At all times, promoting Concert Living and acting as an ambassador to 
foster good relationships with relevant stakeholders 

 
 Declaring any personal, pecuniary or non-pecuniary interests 

 
 Participating in reviews linked to personal performance 

 
 Abiding by the Group’s Code of Conduct for Board Non-Executive Directors 

and act at all times within the law 
 

 Identifying key business risks and agree and monitor a framework of 
mitigation and management controls 
 
 

 
 



 

 

 
UPROGRESS HOUSING GROUP 

UNON EXECUTIVE DIRECTOR – CONCERT LIVING  

UPERSON SPECIFICATION 

 
Qualifications 
 
 

 Qualifications relevant to the housebuilding/development process 
 
Experience  
 

 
 Extensive knowledge of the housing/commercial housebuilding sector 

 
 Has worked at a strategic level in a board environment 

 
 Has worked with and led a team of senior professionals 

 
 Has worked in an environment where a comprehensive understanding of 

risk management issues was a prerequisite 
 

 Has worked in an environment where a comprehensive understanding of 
financial issues including analysis of appraisal and cashflow was essential 
 

 Has worked in an environment where the demonstration of a commercial 
awareness was essential 

 
 
Skills, ability and knowledge 
 
 

 Comprehensive understanding of financial and risk management issues with 
the ability to strategically interpret this information 
 

 Ability to interpret and respond strategically to performance information 
 

 Ability to interpret information, analyse complex data, make accurate 
judgements and appraise performance 

 
 Ability of manage personal and corporate relationships 

 
 Ability to work effectively with a team of senior professionals 

 



 

 

 
In addition to the specific attributes set out above all non-executive directors within 
the Group are expected to demonstrate the following key skills and competencies. 
 
 
UKEY SKILLS:  
 
• Secure Assurance – able to test evidence and gain assurance not  

re-assurance  
 
• Ensure Accountability – operating at all times in the spirit of co-regulation and 

with public scrutiny in mind  
 

• Govern Risk – understanding it; identifying it, articulating it and ensuring it’s 
managed; and in isolation and on  cumulative basis – at human, property and 
business levels 

 
• Contribute to scenario planning – using tools to explore assumptions and 

alternatives to enable planned and flexible decisions to be taken in timely 
manner  

 
• Demonstrate financial literacy – ensuring all decisions are informed by a 

working understanding of business finance such as cash flow and profit and 
loss accounts to using more sophisticated models to support decision making 
around development of new housing, investment in existing and disposal as 
required 

 
• Oversee business development – demonstrating appropriate insights into the 

core business and capabilities and an appreciation of the impact of 
diversification and growth    

 
• Understand the business and customer context and impacts – from 

understanding impact of policy on markets and customers to seeking evidence 
of the social and economic benefits of the Board’s decisions   
 

In addition the Chair must be able, personally and through the board’s 
membership, to:- 

 
• Make judgments and balance risk – recognizing that when complexity is high 

when it is helpful and unhelpful to secure further information to support decision 
making.  

• Manage complexity – working across time frames, beyond cause and effect 
relationships and where multiple interests are balanced across different 
decision making boards or bodies. 



 

 

• Bring an independent mindset – able to know what’s going on without 
meddling in management; knowing when to challenge or concede; doing the 
right thing.   

• Operate with humility and fierce resolve – beyond ego – able to use high 
inquiry to shape and influence; leveraging socialised not personalised power. 

• Motivate, by shaping the efforts of others to make a bigger difference than by 
the desire to achieve things themselves.  

• Bring network capital – able to bring connections on a discriminating basis 
that will extend the reach of the organization and expose blind spots 
constructively; common interests not conflicts of interest.  

• Respond to surprises and mistakes with genuine curiosity and dialogue – 
deliver a learning organization.  

 
UKEY COMPETENCIES 
 
The successful applicant will bring a number but not all of the following 
competencies – by which we mean characteristic ways of behaving in a role that is 
associated with success in that role. 
 

Competency 
Cluster 

Non-Executive 
Directors 

Competencies 

Behaviours 

Thinking and 
Reasoning  
 

 Thinking 
Strategically/ 
Innovatively  

 
 Critical Information 

Seeking/Analysis 

 Bringing new ideas and ways 
of looking at the world to the 
role. 

 Embracing an entrepreneurial 
spirit. 

 Challenging traditional ways of 
thinking and working. 

 Able to ask the critical 
questions and to analyse and 
interpret information to ensure 
the delivery of the Group’s 
strategy. 

 
Focussing on 
Outcomes 
 
 

 Steering Strategic 
Action 

 
 Exercising 

Judgment and 
Balancing Risk 

 
 Impact on Society  

 Focusing on the vision and 
making strategic proposals that 
guide action.  

 Bringing clear long term 
perspective of what strategic 
performance looks like for the 
business overall to planning 
discussions. 

 Having the skill, experience 
and imagination to explore 



 

 

scenario planning, risk 
management, performance 
setting and ensure the 
organisation is prepared for 
future challenges. 

 Instilling passion about the 
quality of service to customers. 
 
 

 Making sure the customer 
experience is at the heart of 
board decisions. 

 Having the ability to 
comfortably engage with 
customers in different settings. 

 
Achieving 
Through 
Others 

 Sensitivity to Others 
   
 Working with Others   
 
 Engaging and 

Influencing 

 Getting the best from each and 
every board member. 

 Inspiring members to find new 
ways of engaging and 
continually improve. 

  
Personal 
Effectiveness 

 

 Confidence and Self 
Control   

 
 Building Capacity 

and Capability  

Making sure the talents, skills, 
experience and networks of 
members are used to benefit 
Progress Group. 

 Ensuring high standards and 
probity throughout the 
organisation. 

 
 
 
 



 
 
Principle Terms and Conditions 

 
The purpose of the non-executive director (NED) role is to add value to the business by 
contributing experience, expertise, and insight to determine strategy, monitor performance 
and to hear the interests of stakeholders. 

 
The board has ultimate responsibility for the governance of the company. The board’s 
central role is to direct and control the work of the business, that it to determine strategic 
direction and policies to oversee control and risk management frameworks that will ensure 
that Concert Living achieves its corporate objectives. Management and implementation of 
board policies is delegated to staff and officers. 

 
All non-executive directors share responsibility for the decisions of the board and should act 
only in the interests of the company and not on behalf of any constituency or interest group. 
Non-executive directors should put the interests of the company before their own interests. 

 
 
Position 

Non-Executive Director 
 
Remuneration 

The remuneration for this position is under review. 
 
Time commitment 

In order to discharge your responsibilities as a non-executive director you will be 
expected to commit to approximately two days per month comprising board 
meetings, strategic discussion and training/development events and meeting 
preparation. The successful candidate(s) may also be asked to engage with other 
parts of the Progress Housing Group governance structure, such as membership on 
short term working parties which focus on areas of key activity and which may entail 
additional time commitments. 

 
Training and Development 

The Group has a board development programme for non-executive directors to assist 
with the continuing development of skills required to carry out their role. Once 
appointed, candidates will be invited to attend an induction meeting where you will 
find out more about the Group and your role and responsibilities. As part of this 
recruitment process, a period of mentoring/overlap with a retiring board member may 
also take place. 

 
Meetings and board papers 

Much of board business is done at formal meetings and within strategic discussion 
sessions that are planned throughout the year and are also convened as necessary 
to enable decisions to be taken as and when required by the board. The role of a 
non-executive director also includes ongoing responsibility, commitment and input. 

21 of 23  



 
 

Board papers are circulated to non- executive directors not less than 7 days in 
advance of a meeting.  Delivery is through a digital platform and equipment and 
training will be provided.  

 
Terms of office 

All non-executive directors are required to sign a service agreement which governs 
their contractual relationship with Concert Living.  Positions are currently subject to a 
maximum overall period of service of nine years in total, which is reviewed annually. 
All non-executive director positions are subject to satisfactory annual appraisal. 
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Applicant Reference No: 
CLJul21 

 
 

 

Application for: Non-executive director 
 

The information you provide will be used to process your application for employment, for assessing your application, 
and if you’re successful, will form part of your future employment record. This information will be processed in line 
with the Group data protection policy. You can ask for a copy of the full privacy notices or find these on our website 
at www.progressgroup.org.uk/dp . 
 
Our lawful basis for processing this information is Article 6 paragraph 1(b) ‘contract’ of the UK GDPR and the lawful 
condition for processing special category data is Article 9 paragraph 2 (b) ‘Employment & Social Security).  
 
If you are unsuccessful, your data will be kept for one year and then securely destroyed. Should you be successful, 
your data will be kept for six years after your board membership ceases, though some details such as bank details, 
will be destroyed when membership ceases.  
 

PERSONAL DETAILS 

Last name:       Forename(s):       Title:       

Preferred name: 
 
Address: 
 
 
 
 
Postcode: 

      
 
      
      
      
      
      
      

 
 
Email: 
Tel: (Home) 
Tel: (Mobile) 
Tel: (Work) 
Can we contact 
you at work? 

 
 
      
      
      
      
YES       NO  

Are you a tenant / resident of Progress Housing 
Group or its subsidiaries? YES        NO   

Do you hold a current driving licence? YES        NO   

If Yes, please tick whether it is: FULL   PROVISIONAL   

Do you have personal use of a vehicle? YES        NO   

Details of endorsement(s) if any:       

 
 

ELIGIBILITY TO WORK IN THE UK 

If your application is successful, we will need to see evidence that you are eligible to work in the UK before you 
commence employment. 

Do you need a work permit to work in the UK? YES        NO   
 
 

POSSIBLE CONFLICTS OF INTEREST 

Relationships to officers, members, contractors or suppliers of the Progress Housing Group must be disclosed 
Are you related to any board or committee member or employee of the 
Group? YES        NO   

http://www.progressgroup.org.uk/dp


 If yes, please state name and relationship:       
Are you related to a director or senior member of staff employed by a 
contractor or supplier of the Group? YES        NO   

 If yes, please provide details of the relationship:       

Please do not canvass and Member or Officer of the Progress Housing Group although it is quite in order for them to 
supply a written testimonial about you.  If this condition is not complied with, the application will automatically be 
disqualified. 

 



SUPPORTING STATEMENT  

 
Please demonstrate your match of skills and experience to the role description.  This should be no longer 
than 2/3 pages (A4) 
 
      

 



REFERENCES 

Please give details of two referees who have given permission for their names to be used and who may refer to your 
suitability for the post.  One should be your present or most recent employer 
 
N.B. All appointments are made subject to satisfactory references.  Relatives are not acceptable as referees. 

May references be taken up without further authority from you at this 
stage? 

Referee 1 YES  NO  

Referee 2 YES  NO  
Referee 1 
Name:       
Position in company:       
Address:       
       
       
Postcode:       
Telephone:        
Email:       
Relationship to you:       

Referee 2 
Name:       
Position in company:       
Address:       
       
       
Postcode:       
Telephone:        
Email:       
Relationship to you:       

If employed with present employer for less than 3 years, your previous employer must be given: 
      

 
 

REHABILITATION OF OFFENDERS ACT 1974 

Please give details of any criminal convictions, which are not 'spent'.  
      

 
In accordance with Data Protection legislation including the UK GDPR and Data Protection Act 2018 as amended, 
by signing this application form you give Progress Housing Group permission to collect, retain and process 
information about you. This information will only be used so that we can monitor our compliance with the law and 
best practice in terms of equality and diversity. If your application is unsuccessful it will be kept for 12 months and 
then confidentially destroyed. 
 
I certify that the above information is to the best of my knowledge truthful, accurate and complete. I understand that 
if any of the information supplied is found to be false or incomplete, within my knowledge, I may be regarded as 
ineligible for recruitment of summarily dismissed after appointment. 
 
Signature of Applicant:       Date:       
 
 
This application form, when completed, please email to governance@progressgroup.org.uk or return in an 
envelope marked: 
 
‘PRIVATE AND CONFIDENTIAL – APPLICATION’  
NED Recruitment –Governance Team  
Sumner House 
21 King Street  
Leyland 
PR25 2LW 
                                                  



This page has been left blank 



EQUAL OPPORTUNITIES MONITORING FORM 

Progress Housing Group Limited operates recruitment and selection policies designed to ensure that all job 
applicants are treated equally regardless of race, gender, ethnic origin, sexual orientation, disability or age.  It is our 
aim to be an Equal Opportunities employer which values equality and diversity.  This means that all applicants for 
jobs and training within the Group will be determined only by personal merit and the application of criteria in relation 
to the duties of each particular post. 
 
In accordance with Data Protection Legislation this information will be collated and kept strictly private and 
confidential and separate from the application form.  The information provided will be used for statistical purposes 
and will be retained on file for a period of 12 months.   
 
The monitoring form is not part of the selection process and will therefore not been seen by the recruitment 
and selection panel. All sections of the monitoring form are optional. 
 
In accordance with our policy, it will be necessary to share information about disability during the selection process in 
order to guarantee an interview to anyone with a disability whose application meets the minimum criteria for the post, 
and/or to ascertain what support and assistance may be required.  
 
 

Full Name:       

Position applied for:       Ref No:       

Where did you see the post advertised?         
 

1. Are you:  Female  Male  Other (please describe) 
 

2. Date of Birth:       
 

3. Do you have a disability:  Yes  No  Decline to specify 
 

If you answered yes to question 3, please tick the relevant box below: 
 

 Dyslexia  Mobility Impairment/Wheelchair 

 Other learning difficulty  Mental Health Difficulties 

 Visual Impairment  Unseen disability (i.e. diabetes, asthma, epilepsy) 

 Hearing Impairment  Other (please describe)       
 

4. How would you describe your ethnic origin: (please tick one box only) 

White  British  Irish  
Gypsy/ 
Traveller  Other 

Mixed  
White & Black 
Caribbean  

White & 
Black African  White & Asian  Other 

Asian or Asian British  Indian  Pakistani  Bangladeshi  Other 

Black or Black British  Caribbean  African  Other  

Chinese or other ethnic 
group  Chinese  Other  

Decline to specify   

If you ticked ‘Other’, please describe       
 

 



 
5. What is your religion/faith? 
 

 Christian  Hindu  Muslim 

 Jewish  Sikh  Buddhist 

 Decline to specify  Other (please describe)       
 
6. How would you describe your sexual orientation? 
 

 Heterosexual  Gay Female  Gay Male 

 Bisexual  Decline to specify   

 Other (please describe)       

 
 
 

Thank you for completing this form, please return it with your application form 
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