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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
	26539

	Job Title
	Visiting Development Manager

	Hiring Manager
	Catherine Miller

	Date of Discussion
	16th 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


	
How many apartments – 31 Apartments 

Pegasus Court is a lovely gated development recent internal redecoration of a higher standard.  Lovely village and nice place to work, the site sits in the village, with parking.  One resident can be quite strong but it is manageable in the right way. The resident does not come out but emails all the time but they have put something in place, everyone else is lovely, nice feeling when you walk through, first impressions are good. Overall it is very nice, nice big office









































	SUCCESS IN THE ROLE

For example: What would success look like, key deliverables 
 

	






















	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?


	
Confident so they can say no if they need to and explain reasoning. 
Friendly and easy to get on with, can be a little shy, as people come out of themselves.
Catherine has a good team and they are all nice.
As long as they have basic IT skills, Catherine will make sure they learn the rest its about personality and getting on with residents.
Being a planner and organiser would be ideal but Catherine is happy to support if they need upskilling on this.

















	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? 


	
The site is lovely site to work in, due to how it presents itself, looks nice and bright and spacious, welcoming feel,  residents are lovely and it is a great location.  You would feel proud to think you were the manager on this site. Convenient and bonus parking or bus stop if local.

If you enjoying working with and supporting others. Lone working but you have residents and visitors around all day and local buddies for support.

















	ADDITIONAL INFORMATION

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

	

Fridays, 2nd October first round interviews 10am, 12pm, 1pm, 2pm.













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

· The ideal candidate

· The key selling points
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