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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
	26550

	Job Title
	Property Manager

	Hiring Manager
	Faatima Kawri

	Date of Discussion
	21st 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


	
Portfolio - Greater Manchester/Merseyside/Lancashire/Cheshire Portfolio
Portfolio size - Currently 20 sites (under review)


Typical week - Compliance focus ensuring all actions are progressed and/or completed but always updated weekly, working on accounts and budgets and managing case loads. Week is split between home/office and site inspections/visits. working environment - Remote working with occasional travel to Birmingham office/Geography of Portfolio

key activities - H&S compliance, service charge accounts (YE's and Budgets), Customer Cases, stakeholders - RMC's, Landlord and Developer clients, RTM's, operational responsibilities, key KPIs to be discussed, travel/site requirements - minimum 1 formal site inspection per month per site, team dynamics - great dynamic within the team, all willing to work for one another.

key challenges - Increasing compliance scores and managing caseloads, business context




	SUCCESS IN THE ROLE

For example: What would success look like, key deliverables 
 

	
key success deliverables - Achieving compliance score of over 95%. currently portfolio is just over 80%. with all accounts and budgets being completed within due dates. Unmeasured success would be someone who is constantly looking to develop and find easy solutions.




 



	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 ideally MTPI, looking for a more experienced PM for this area as we will be moving the portfolio around and will have a HRB site within this portfolio., technical/professional skills, qualifications. Experience of managing small and medium sized building with some HRB experience  

What kind of person will thrive in this role? Someone with the ability to make complex things simple and find easy and quick wins. 
What behaviours are particularly important? Someone who can work on their own but work as part of a team to. someone who is willing to support other team members. 
What does the team need more of/less of? More experience, less of putting difficult things off. I will be on hand to support always. 
Where should we look/what sectors or organisations should we target? Other competitors, experience from other managing agents where they can bring in best practice. 
What would differentiate an exceptional candidate from an average candidate? Someone who demonstrates their successes and the impact of their successes. 
What are potential red flags? Moved around frequently between agents, but mindful they could also be useful with their experience of what works well and what doesn't work well.



	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? 


	
Why would someone want this job? If they want to make a genuine difference. 
What is genuinely exciting about the role? It is at a time when the business is going through a transition and they can be part of that journey. 
What opportunities are there to learn/develop? Learn from experience, coaching and mentoring from the line manager to develop into a leader. 
Onboarding arrangements? In line with FirstPort's new onboarding process, plan to embed before portfolio is handed over with lots of training to be undertaken first.  
What can we tell candidates that they won’t get from the job advert? About the transition piece and how they would be an integral part of these changes. Developing the portfolio to be performing at the highest level. 
What is the biggest challenge in the role and how can this be effectively positioned? Biggest challenges are being on top of all priorities, H&S, Accounts/Budgets and Case Loads. This can be presented in a way where we need to ask if they are a candidate who wants to make a real difference to the business and wants to be influential.






	ADDITIONAL INFORMATION

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

	
Interview dates - Thursday 17th 10.30, Friday 18th 1.30, Tuesday 29th 10am-12pm, Thursday 1st 10am

Current LM leaves 22th September 2026









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

· The ideal candidate

· The key selling points
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