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JOB DESCRIPTION

Job Title: Director of Corporate Services
Grade: ￼ Grade 11 Points 4 – 6 (£88,411 - £91,761)
Responsible to: ￼CEO

The Role
The Director of Corporate Services reports to the Chief Executive and is a member of the Corporate Management Team.  The key areas of responsibility are: Corporate Governance & Compliance, Human Resources and Organisational Development, Risk Management, Internal Audit, Communication & PR, IT, Office Management including Office and Staff Health & Safety, Performance Reporting, Procurement, and Customer Service and Engagement. 

Duties and Responsibilities
· Participating as a member of the Corporate Management Team, contributing to the overall strategy of the association and delivering of key service areas
· Acting as Company Secretary for West of Scotland Housing Association and Willowacre Trust.
· Embedding a culture of continuous improvement and ensuring compliance with all regulatory requirements 
· Developing the associations strategies, plans and objectives and ensuring the delivery of them in line with performance targets.
· Contributing to organisational and cultural development, playing a key role in implementing and embedding our values in all services and in line with our Vision, Mission and Core Values.
· Helping deliver excellent performance in line with our Performance Management Framework, and oversee performance management information, business improvement activities and benchmarking with others as appropriate.
· Ensuring compliance with our risk management policy and procedures and provide oversight of the organisational risk management framework.   
· Ensuring robust business continuity processes are in place and in compliance with policy, procedures, and good practice.
· Developing and implementing our People and Culture Strategy to support delivery of strategic objectives, and delivery of a first-class Human Resources service.
· Ensuring that Corporate Governance operates in line with our Governance & Compliance Framework and ensure that the Framework meets all Regulatory requirements.
· Overseeing our internal audit process to ensure compliance with Regulatory and legislative requirements and implementing recommendations.
· Developing and implementing our internal and external Communication Strategies.
· Developing and implementing our Customer Engagement Strategy.
· Acting as Data Protection Officer on behalf of the Association and Willowacre Trust.
· Developing and implementing the Digital & IT Strategy, ensuring an effective IT service provision is being delivered
· Ensuring that statutory and regulatory returns are prepared and submitted on time to the Scottish Housing Regulator, OSCR, Companies Housing and Financial Conduct Authority.
· [bookmark: OLE_LINK3][bookmark: OLE_LINK4]Managing and developing the team effectively, providing leadership and ensuring staff are empowered to deliver our standards for service and performance.
· Effectively communicating business and performance data to the wider organisation, customers, and stakeholders where appropriate.
· Together with the CEO, play a lead role in developing a culture of ’Continuous Improvement’.
· Promoting the highest standards of integrity, probity and corporate governance within the Association, and in accordance with the requirements of the Scottish Housing Regulator
· Attending such training courses, seminars, conferences and other learning and development events as the Association may require.
· Acting as an ambassador for West of Scotland Housing Association
· Any other activity necessary for the fulfilment of the Association’s aims and objectives and within the job purpose of the role.

The aforementioned list is an overview of the level of duties which the post holder is expected to perform or be responsible for. It is not necessarily exhaustive and other duties of a similar type and level may be expected from time to time. November 2025
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