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JOB DESCRIPTION

	Job Title
	Governance and Compliance Officer

	Reports To
	Chief Executive

	Department/Section
	Business Support

	Location
	Head Office, 4 South Oswald Road, Edinburgh

	Date
	July 2026


	Job Purpose


	The primary focus of this role will be to ensure Viewpoint meets its statutory and regulatory obligations in relation to corporate Governance. 
The post holder will promote the development of a strong governance and compliance culture in respect of our role as a Registered Social Landlord and a Scottish Charity. You will work with the Executive Team and the Board to support the governance arrangements of Viewpoint Housing Association and will be responsible for the effective administration and coordination of complaints, Freedom of Information requests and GDPR/data protection processes, ensuring these are managed accurately, confidentially and within required timescales.
You will have great attention to detail and be able to manage a complex workload. You should also possess good computing skills, be resourceful and innovative in creating content for and managing the organisation’s corporate social media platforms, have experience of taking corporate minutes, be an excellent verbal and written communicator and be able to work on your own initiative as well as with a variety of stakeholders.



	Key Responsibilities


	Performance


	Our Governance and Compliance Officer must demonstrate the behaviours and competencies below:
· Essential
· Excellent communication skills and the ability to produce clear, and concise reports
· Experience of managing a wide range of tasks and responsibilities
· Experience of dealing with a wide range of customers, both internal and external

· Extensive use of a wide range of IT packages including Word, Excel and PowerPoint
· Able to work on own initiative with minimal supervision to plan and deliver work within target

· Ability to maintain confidentiality when handling sensitive information

· Experience of minute taking

· Experience of managing and updating website content, including creating and managing appropriate content for the Association’s corporate social media platforms
· Experience of managing complaints and ensuring relevant timescales are met; delivering relevant internal training. 
· Desirable

· Experience of working in social housing, particularly supporting senior officers and Board/Committees and related Board portals
· A good understanding of the Scottish Housing Regulator’s regulatory framework for RSLs

· Knowledge of Subject Access Requests, GDPR and Freedom of Information requirements and experience of supporting the management of these requests for information.
· Experience of event management, planning and coordination




	Governance & Compliance



	· Manage the Association’s governance calendar and meetings/events with inputs to key submissions, overseeing maintenance of the Policy Register and policy requirements 
· Assist the Governing Body to ensure that the decision making process is underpinned by robust, compliant and transparent Governance administration.
· Assist the Executive Team to ensure the Association maintains full compliance with Regulatory Standards of governance, financial management, data protection, FOI  with assistance of our DPO and Equal Opportunities

· Support the corporate governance structure and decision making framework to ensure necessary information is provided in a timely manner and accurate records maintained.
· Establishing and maintaining governance registers such as membership, details of Board and Office Bearers, attendance registers, Code of Conduct, Declaration of Interests, Gifts and Hospitality.
· Monitoring performance against our Rules, Standing Orders and Schedule of Delegation.
· Coordination of Annual General and Special General Meetings in accordance with our Rules.
· Assisting the CEO with the planning and coordination of annual Strategy Away Days.
· Provide critical evidence-based analysis of the Association’s performance in key areas of governance and compliance

· Assist when required in the completion of key submissions with a particular focus on the ARC and the Annual Assurance Statement, ensuring evidence-based practice

· Ensure the tasks required of the Company Secretary, as set out in the Association’s Rules are appropriately discharged

· Monitor performance and compliance with the Association’s Complaints Handling Policy 




	General


	· Promote and represent the Association as and when required.
· Model and promote VHA’s Values and Behaviours and observe and continually promote equal opportunities and diversity in compliance with Association policy. 

· Display good judgement, patience and problem-solving abilities 

· Excellent organisational skills, evidencing the ability to self-manage time and resources

· Display a high level of integrity and confidentiality

· Ability to work to and deliver on strict deadlines, providing detailed analysis with complex data

· Act ethically and with integrity and consistently maintain a high level of confidentiality and discretion with all information relating to the business. 

· Well-developed communication skills including verbal and written skills, negotiation and influencing

· Demonstrate commitment to continuous improvement
· Commit to continuous personal and professional development and keep abreast of emerging or new legislation, standards, and best practice.  

· Carry out any other reasonable duties appropriate to this post, as requested.


	Viewpoint’s Behaviours – you are expected to live our workplace behaviours:


	· Be a role model for staff and stakeholders, showing energetic, determined, flexible and positive attitude and guidance that will support our organisational aims and outcomes.  
· Adopt a flexible coaching style with the ability to challenge as appropriate and able to give and receive constructive feedback. 

· Embed a coaching culture within your areas of responsibility that upholds the values of the organisation.

· Provide clear, consistent, authoritative and impartial advice and interpretation of complex situations.  
· Continuously monitor your area of responsibility and identify areas for improvement and organisational learning.  



	Viewpoint’s Values – you are expected to live our workplace values:


	· Inspire with positive smiles and words

· Say ‘yes I can and I will’

· Celebrate age, experience and wisdom

· Do according to our customers’ wishes and ambitions

· Treat people (everyone is a VIP) as we would a “loved one”

· Work hard, have fun and laugh

· Stay courageous, creative and ahead of the game

· Work with those that share our values




	PERSON SPECIFICATION

Governance and Compliance Officer
	Value of Criteria
	Assessed at

	
	Essential
	Desirable
	Application
	Interview
	Test
	Presentation

	QUALIFICATIONS & EXPERIENCE
	 
	
	
	
	
	

	Recognised qualification in business administration
	   (
	
	   (
	   (
	
	

	At least 2 years’ experience of compliance/governance/regulation related role
	(
	
	   (
	   (
	
	

	Experience of working with both internal and external customers
	(
	
	   (
	   (
	
	

	Excellent communication skills and the ability to produce clear and succinct minutes and reports
	(
	
	   (
	   (
	(
	

	Experience of design and management of the Association’s website and creating content for corporate social media platforms
	(
	
	   (
	   (
	
	

	Experience of working in the not for profit / charity sector
	
	(
	   (
	   (
	
	

	KNOWLEDGE, SKILLS & ABILITIES
	
	
	
	
	
	

	Chartered Institute of Housing (CIH) membership
	
	(
	   (
	   (
	
	

	Knowledge of Subject Access Requests, GDPR and Freedom of Information requirements and the ability to support compliant administration of these processes.
	
	(
	   (
	   (
	
	

	Good working knowledge of and ability to seek out new and innovative ways of working which improves services to customers to achieve measureable results and continuous improvement.
	
	(
	   (
	   (
	
	

	Excellent communication skills both verbal and written 
	(
	
	(
	(
	
	

	Ability to maintain and consolidate effective working relations internally and externally
	(
	
	(
	(
	
	

	Computer literate and a competent user of Microsoft Office Systems
	(
	
	(
	(
	
	

	Strong organisational and administrative skills, ability to prioritise
	(
	
	(
	(
	
	

	Ability to deliver change using range of influencing, negotiation, facilitation, procurement and process skills
	(
	
	(
	(
	
	

	Demonstrate commitment to deliver excellent levels of customer service and best practice
	(
	
	(
	(
	
	

	Ability to deliver to deadlines within a fast-paced working environment
	(
	
	(
	(
	
	

	Excellent analytical and recording skills
	(
	
	
	
	
	

	VALUES & ATTITUDES
	
	
	
	
	
	

	Ability to demonstrate a commitment to Viewpoint’s values and behaviours
	(
	
	
	(
	
	

	Takes responsibility for professional development and training to support this
	(
	
	(
	(
	
	

	Team player with a positive ‘yes I can and I will’ attitude
	(
	
	
	(
	
	

	Proactive and flexible approach
	(
	
	
	(
	
	

	OTHER CONSIDERATIONS
	
	
	
	
	
	

	Awareness of regulatory frameworks and performance standards for Housing Sector
	(
	
	(
	(
	
	

	Awareness of current issues affecting the Associations and the wider housing and social sectors
	
	(
	(
	(
	
	

	Valid driving licence and access to own transport
	
	(
	   (
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