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	Vacancy Briefing Template 



To be completed in conjunction with the hiring manager when a new vacancy is raised, to ensure a clear, shared understanding of the role, business need and wider context before recruitment is commenced.  The document should cover role requirements, ideal candidate, non-negotiables and key selling points, whilst also providing an opportunity to share market insight and clarify/challenge requirements where appropriate.

	Requisition Number
	26561

	Job Title
	Visiting Development Manager

	Hiring Manager
	Michelle Palmer

	Date of Discussion
	28th September 2026



	 UNDERSTANDING THE ROLE

For example: Typical week, working environment, key activities, stakeholders, operational responsibilities, key KPIs, travel/site requirements, team dynamics, key challenges, business context


	
· 27 apartments made up of 4 blocks
· Mon-Fri 9am-1pm 20 hours
· There is no office or welfare facilities on site so role is based from home however they will be required to visit site every day for hour.  
· Only common areas are the lobby areas and outside space no Laundry/Guest room/Lounge so easy site to run.
· Very nice development which has a wier running through lots of outside space. 
· Residents are nice however like to see the DM  when on site so lots of interaction required when on site.
· Communication is also very important - residents expect clear regular communication due to manager not being based on site, candidate will need to have good comms skills and be a people person. 


	SUCCESS IN THE ROLE

For example: What would success look like, key deliverables 
 

	
· Experience in Property management would be a bonus. 
· Biggest challenge would be making sure relationship is built with residents as they had bad experience with last DM who did not attend site regularly and communicate with residents 




	IDEAL CANDIDATE

For example: Non-negotiable vs nice to have - experience, technical/professional skills, qualifications.  What kind of person will thrive in this role? what behaviours are particularly important? What does the team need more of/less of?  Where should we look/what sectors or organisations should we target? What would differentiate an exceptional candidate from an average candidate? What are potential red flags?


	· Experience in Property management would be a bonus. 


	CANDIDATE PROPOSITION

For example: Why should someone want this job? What is genuinely exciting about the role? What opportunities are there to learn/develop? Onboarding arrangements? What can we tell candidates that they won’t get from the job advert? What is the biggest challenge in the role and how can this be effectively positioned? 


	

· Development is very nice and the residents are also good to work with




	ADDITIONAL INFORMATION

For example: Interview/assessment requirements, potential interview dates/locations
   

	

· HM will advise on availabilty for Interview once candidates have been 









Recruiter summary & play back (to check mutual understanding):
· The role

· The ideal candidate

· The key selling points
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