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Welcome 
from the Chief  
Executive 
 

Dear Candidate, 

Thank you for taking the time to review this recruitment pack.  I am delighted that you are considering this 
great opportunity to join Clyde Valley and become part of our Corporate Services Team in this pivotal role. 
 
Reporting to the Finance and Corporate Services Director you will be responsible for delivering a range of 
functions that support the delivery of our vision, providing assurance that our service delivery is in line with 
expected standards. This role is key in helping to support the business in delivering its strategy and business 
plan. You will be the central point of contact for governance and corporate services across the Group and be 
responsible for all statutory and regulatory compliance and submissions, including statutory and legal 
requirements in relation to data protection and information management. Your will act as our Data Protection 
Officer.  You will also support our Board and Committee structure ensuring that minutes, meetings, board packs, 
inductions and annual appraisals are delivered to a high standard.  
 
I joined Clyde Valley in March 2018 as Director of Finance and Corporate Services and was appointed as Chief 
Executive in August 2023, and I can honestly say you will feel so welcomed by the Clyde Valley team should 
you come and work with us.  We are an organisation that is people centred with a caring culture where people 
want to do the best they can for our customers and their colleagues.   
 
Founded in 1996 through a stock transfer of around 1,000 homes we have grown to almost 5,000 homes today 
through a number of small stock transfers and an ambitious new build programme since the early 2000s.   
 
Strong governance and high performance are central to how we deliver for our customers, support our 

colleagues and give our Board confidence in the decisions we make. As we continue to grow and strengthen 

our services, this role will help us maintain clear oversight, robust assurance and a culture of continuous 

improvement across Clyde Valley. You can play an important part in helping us make sure we are well run, 

ambitious and always focused on delivering the best possible outcomes for our customers and communities. 

Clyde Valley Housing Association wants every member of its team to realise their potential, so we can meet 

future challenges, spot new opportunities and deliver something exceptional for customers. We encourage and 

support professional development across Clyde Valley and have a really positive attitude to growing our people.   

We seek colleagues who share our culture of fun, collaboration, positivity and ambition and would really 

welcome your application. 

 
Good luck in the process. 
 

Carron Garmory 
CHIEF EXECUTIVE 

 
 
 



 
 

About 
Clyde Valley Group 

 
 

Who We are 

The Clyde Valley Group (CVG) is a thriving social business and registered charity recognised for innovative 
and partnership approaches to meeting community needs.  Clyde Valley Housing Association (CVHA) is a 
Registered Social Landlord (RSL) partner in Lanarkshire and East Dunbartonshire.  CVHA is the Group’s 
main operating company and has a track record of delivering housing management, scheme development 
and high-quality housing services for a diverse range of customers.  Our Group continues to grow, and we 
now own over 4,700 homes and provide factored services to more than 3,000 owners.  We are proud that 
people see us very much as a local and regional landlord and employer.  We make a notable difference to 
lives and communities, including to help meeting housing needs. 

Our Vision 

 

 
 

 

 

Our Values 

 

Our Vision 



 
 

Clyde Valley 
Group Structure 

 

 

 



 
 

Role Profile 

 
 
 
 

Job Title: Senior Governance and Corporate Services Officer 

Salary: EVH Grade 8 (£51,075 - £55,259) 

Hours: 35 

Responsible for: Governance and Corporate Services Officer x2 & Corporate Services 
Assistant 

Reports to: Finance & Corporate Services Director 

 
 

Main Responsibilities: 
 
The role will assist the Finance and Corporate Services Director in developing, managing and implementing core 
corporate activities, including the following:  
 

• Governance 

• Regulatory Compliance 

• Procurement Administration 

• Business Continuity and Disaster Recovery  

• Data Protection Officer  

• Insurance Administration 
 

Governance Support and Administration 
 

• Manage, coordinate and develop the Group’s governance systems, including the implementation and 
ongoing review of all associated policies, procedures and regulatory guidance and requirements. 

• Provide full support and administrative services to the Board and Committees, including 
scheduling/organising all meetings, taking minutes, production and distribution of all agendas and meeting 
papers, and preparing and monitoring action trackers including AGM. 

• Lead on the effective design and implementation of Board recruitment, induction and appraisal processes. 
Ensure that Board member learning and development supports the strategic needs of the organisation. 

• In conjunction with the Chief Executive and Executive Team, managing Board training and strategy days. 
Ensure effective succession planning in order that the Board maintains an appropriate mixture of skills and 
experience.  

• Anticipate future organisational needs, emerging business drivers, and proposed regulatory and legal 
changes, and ensure that governance arrangements are in place to support and enable them. 

• Support the Executive Team and Board in obtaining assurance, through the provision of strong and 
effective co-regulation, or the organisations compliance with the regulatory standards, including our Annual 
Assurance Statement process. 

• Ensure a culture of good governance and compliance with a clear understanding of the links between good 
governance and risk.  

• Provide advice and support to the Executive Team and Managers on governance issues, promoting best 
practice and consistency when developing and applying governance practices.  

• Ensure that policies and procedures are reviewed regularly to ensure the provision of effective, efficient 
and customer focussed service delivery. 

• Promote Value for Money, efficiency and continuous improvement within CVG and participate in the 
process of service improvement, review and change.  

• Provide administrative support to the Head of Assurance in respect of Internal Audit, Assurance and Risk 
Management. 



 
 

• Ensure that our governance is compliant with all regulatory requirements, including those of the Scottish 
Housing Regulatory, the Financial Conduct Authority, OSCR and GDPR. 

• Manage all Governance Registers, including Annual Returns, Notifiable Event, Gifts & Hospitality, Share 
Membership, Fraud etc 

• Manage the Insurance Programme, preparing the documentation for annual tender process, support the 
teams in submitting and managing the claims process. 

• Support Clyde Valley Property Services, managing leases on commercial properties and managing the 
inter group lease agreements. 

  

Leadership 
 

• Provide a coaching style of leadership, which empowers and encourages high performance and creativity 
across our staff team. 

• Provide effective leadership and support to staff. Role modelling a leadership style with vision and drive, 
which inspires and motivates colleagues to be the best they can be. 

• As a senior member of the Corporate Services team, make a positive contribution to achieving agreed 
corporate objectives and values.  

• Participate actively in the business and financial planning and management process, setting and 
monitoring departmental objectives as appropriate.  

• Responsible for ongoing reviews of direct reports, to recognise coaching and training need and to promote 
staff development.  

 

Compliance and Information Management  
 

• Lead on the compliance for CVG with all statutory and regulatory requirements in relation to Governance. 

• Lead the strategic approach to information management, ensuring a proactive approach to information 
management and security across the organisation. 

• Act as nominated Data Protection Officer and inform and advise the organisation and its employees about 
their obligations to comply with the GDPR and other data protections laws and requirements.  

• Monitor compliance with GDPR and other data protection laws, including managing internal data protection 
activities, advise on data protection impact assessments, train staff and conduct internal audits.  

• Lead on the adherence to legislation relating to access to information, such as Subject Access requests, 
Freedom of Information requests and Privacy. 

• Be the first point of contact for supervisory authorities and for individuals whose data is processed 
(employees, customers, etc.) and create a culture of good, effective information management and security 
across the organisation. 

 

Risk Management and Business Continuity  
 

• Work within the established risk management framework of CVG ensuring effective systems are in place 
to deliver services and activities within the Corporate Services Team. 

• Support and contribute to effective business continuity arrangements to support CVG to maintain services. 

• Develop effective working relationships with internal and external audit to ensure monitoring of systems 
and procedures and compliance with regulatory and statutory requirements.  

 

Corporate Services 
 

• Overall responsibility for the effective and efficient management of finances/budgets within the Corporate 
Services team ensuring adherence to CVG financial standing orders and procedures.  

• Maintain and develop positive relationships with regulatory and statutory agencies, local authorities and 
key stakeholders to promote CVG as a leading service provider and maximise opportunities for achieving 
business objectives.  

• Prepare and present regular reports for the Executive Team, Board and Committees, keeping them 
appraised of governance and wider corporate requirements and ensure that the Board have sufficient 
information to enable them to discharge their responsibilities effectively. 

• Maintain up to date knowledge of health and safety legislation and best practice to ensure compliance for 
your areas of responsibility are met.  



 
 

• Working with the Finance and Corporate Services Director, facilitate training and support for staff on 
procurement matters across CVG, including administrative support for tenders, PCS portal management 
and development of our annual procurement strategy, manual and report. 

• Lead the Community Benefits Team and support the Wellbeing Team develop the social impact 
programme. 

• Prepare tenders and carry out relevant procurement activity across the Finance and Corporate Services 
Directorate, including management of the contractors register.  

 

Performance Management Framework 
 

• Work with the Governance and Corporate Services Officer to promote a culture and commitment to 
excellence with a focus on providing high-quality services and outcomes for customers, aligned to our 
agreed Performance Management Framework. 

• Motivate our teams across CVG in executing to reduce financial loss, regulatory exposure, and reputational 
risk – deliver well collated performance reporting information which will enable strong and effective decision 
making. 

• Support the delivery of quarterly performance management reviews to ensure cross team visibility. 

• Work closely with the Leadership Team and Managers to support accurate and timely KPI data, and 
outcome data for internal and external stakeholders. 

• Coordinate and lead on the collation of data for our regulatory returns to our regulatory bodies (SHR, 
OSCR, etc.) and our Annual Assurance Statement.  

• Actively support, promote and celebrate success. 
 

Partnership Working – Internal and External 
 

• Develop and maintain effective working relationships with internal colleagues, built on trust, to enhance 
our approaches to delivering quality outcomes across the business. 

• Develop and maintain effective professional networks with external stakeholders that add value to CVG’s 
work and ensure that we are viewed as an influential, reliable and a responsive partner. 

• Represent CVG at meetings, working groups and other relevant working groups/forums. 
 

Communication and Marketing 
 

• Have oversight of corporate wide communication to ensure brand alignment. 

• Provide support on internal and external communication to CEO. 
 

General 
 

• Take an active part in CVHA’s external events. 

• Participate in cross-functional projects. 

• Participate in training courses and personal development as required. 

• Create and maintain effective working relationships with external agencies and internal customers. 

• Ability to work flexibly at nights and weekends as role requires. 

• Comply with and implement all CVG policies and procedures. 
  
 
The job description is intended to provide an outline of the post. The roles and responsibilities may alter 
due to changes in service delivery requirements, legislative changes, new technology or other external 
factors and thus, you may be required to carry out additional duties as allocated by your manager or the 
Leadership Team. 
 
 
 
 
 
 

 
 



 
 

Person 
Specification 

 
 
 

 Essential Desirable 

Qualifications • Educated to degree standard or 
significant management experience 
in a governance role. 

• Relevant professional qualification 
e.g. law, audit, business 
management, etc.  

Experience • Experience of having successfully 
undertaken a similar senior role. 

• A proven track record of developing 
and implementing corporate 
policies, strategies and publications. 

• Experience of regulatory 
environments. 

• A track record of successfully 
delivering continuous improvement 
in service delivery. 

• Experience with best practice 
regarding governance and the 
ability to lead on compliance with 
strong governance. 

• Experience of supporting, 
implementing and monitoring the 
strategic direction of an 
organisation. 

• Experience of working with 
governance structures and 
regulatory bodies.  

• Proven experience of supporting 
and working with a Board at a 
senior level. 

• Experience of engaging with a 
range of internal/external 
stakeholders to deliver key projects. 

• Track record in successfully 
delivering change.  

• Experience of the Scottish Housing 
Regulator’s Regulatory Framework 
and Annual Assurance Statement or 
similar in other sectors. 

• Experience of working with a range 
of different staff teams, able to 
coach staff effectively and build 
trusting relationships. 

• Experience of leading, engaging 
and motivating colleagues through 
change.  

• Experience in the social housing 
sector.  

• Experienced in using Microsoft 
Power BI. 

• Experience of working with 
electronic databases, CRM systems 
to produce reports, analyse 
performance and monitor KPIs.  

• Experience of risk management and 
risk frameworks 

 
 

  

Skills  • Excellent writing skills. 

• Excellent communication, 
interpersonal and presentation 
skills. 

• Ability to influence at a senior level. 

• Flexible, adaptable and able to work 
under pressure. 

• Excellent attention to detail. 

• Strong organisational, time 
management and problem-solving 
skills. 

• Knowledge of Annual Return on the 
Charter (ARC) indicators and 
context.  

• Knowledge of the Annual Assurance 
process and statement with the 
Scottish Housing Regulator.  

• A clear understanding of 
environment within which CVG 
operates.  

 



 
 

• Ability to develop good working 
relationships internally and 
externally. 

• Adept at removing barriers that get 
in the way of delivering excellent 
customer service.  

• Ability to work on own initiative, 
flexibly and as part of a team. 

• Ability to find creative solutions for 
colleagues and customers.  

• Self-aware and self-motivated to 
realise their full potential. 

• High proactivity/ initiative with a 
record of delivering to deadlines. 

• Ability to represent CVG in a 
positive and effective manner. 

• Take responsibility for managing 
and measuring excellent 
performance results.  

Personal  
Qualities 

• Customer and outcome focussed. 

• Creative, innovative and 
collaborative. 

• Commitment to promote equal 
opportunity, inclusivity and diversity. 

• Confident, enthusiastic, flexible and 
adaptable. 

• Able to accept responsibility and 
work on own initiative. 

• Outward looking, seeking ways to 
continuously improve and learn. 

• Attention to detail and a passion for 
excellence. 

• Drive, determination and personal 
resilience. 

• Strong commitment to the ethos and 
values of Clyde Valley Group and 
the social housing sector, including 
principles of involvement, equality 
and social justice. 

• Personal integrity and 
confidentiality. 

• Strong interpersonal skills to build 
and maintain working relationships 
and work as part of a team. 

• Commercial awareness and a 
positive risk-based approach to 
business decisions. 

• Good networker with sound political 
judgement and ability to promote 
CVG. 

Other • Work flexibly and out with core 
hours. (minimal requirements) 

• Full UK driving licence. 

 
 
 
 
 
 
 
 
 
 
 



 
 

  

Your  
Application 
 
To apply, please visit our website https://cvha.org.uk/work-with-us:  

• Click on Current Vacancies.  

• Click on the link on the advert which will take you to our online application process through BambooHR.  

• Complete your personal details.  

• Upload a comprehensive up-to-date CV which shows your full career history. 

• Upload a supporting statement explaining why you are interested in this role and how you match the person 

specification placing focus upon the Essential and Desirable criteria and how your previous experience 

matches this. 

• Give details of two professional referees, they will only be contacted with your permission at offer of 

employment stage 

• Complete the declaration questions 

 

Please note that applications can only be considered if all the documentation is complete. 

 

We would encourage you to read our application guidance notes below, which should be helpful in tailoring your 

application to the role profile. 

 

We welcome the use of AI responsibly and ethically to demonstrate your skills in your application, but please don’t 

allow it to overshadow your own unique voice. While we appreciate innovative approaches, we also value 

authenticity. Our assessment considers both the content of the application and how it was created, ensuring 

fairness and inclusivity for all applicants. At the end of the day – we want YOU to work for us! 

 

If you have any questions or require reasonable adjustment to support you at this stage, please get in touch to let 

us know how we can help by contacting our People Team via recruitment@cvha.org.uk 

 

If you wish to find out more information regarding the Clyde Valley Group, you can visit our website at 

www.cvha.org.uk 

 

Closing date for Applications: 29th September at 9am 

Interviews are expected to take place on: Thursday 8th October 2026 

 

https://cvha.org.uk/work-with-us
mailto:recruitment@cvha.org.uk
http://www.cvha.org.uk/


 
 

Key Terms & 
Conditions 
 
REMUNERATION & BENEFITS 

• EVH Grade 8 Salary band: £51,075 - £55,259 per annum 

• Defined contribution scheme (Employer contribution of 9.826% (Inclusive of 4 x Life Assurance), 

minimum 5% employee contribution) 

• Flexible and agile ways of working 

• Excellent learning and development opportunities 

• Clyde Value (employee discounts and benefits platform) 

• Health and wellbeing initiatives 

• On-site gym 

• Up to 20 agile leave days per year 

 

HOLIDAY ENTITLEMENT 

40 days leave per year (inclusive of 15 public holidays) 

 

WORKING HOURS 

Agile ways of working between 7am and 7pm 

 

LOCATION 

Your normal place of work will be at our office at 50 Scott Street, Motherwell, ML1 1PN. 

Clyde Valley operates an agile working policy which allows for a mixture of office, home and community working. 

 

 

 

 

 

 

 



 
 

 

Accessibility 
Statement 
Senior Governance & Corporate 
Services Officer 
 
In this statement, detailed aspects of the job role have been given to support application with accessibility 
needs to gain an understanding of what the job entails. Clyde Valley Group is a Disability Confident 
employer, and we work with Access to Work where appropriate. 
 
We’re happy to discuss reasonable adjustments in relation to this job role and the interview process.  Please 
contact our People Team via recruitment@cvha.org.uk or you can phone our Contact Centre team on 
01698 268855 and ask for a member of the People Team. 
 

Office Accessibility 
• The Clyde Valley offices are based over three floors with level access to the ground floor and a lift 

to the other two floors. 

• There are two accessible parking spaces in our car park with lowered curbs to give access to the 
entry doors. 

• An accessible toilet is available on every floor. 

• Internal doors can be held open with a magnetic latch system. 
 

Flexible Working 
Clyde Valley supports flexible working where possible. 
 
More information about the flexible working requirements for this role can be found in the below statement. 
 

Work Location and Hours 
 

Work from our office • The office is available for work 5 days a week for those who prefer 
an office environment 

Working from home • Working from home is available for this role on a flexible basis 
around the work requirements 

Working in the community • Minimal requirements 

Visiting development sites • Minimal requirements 

Visiting customer homes • Minimal requirements 

Driving for work • Yes 

Working hours • As per Agile Working Policy 

Being on call out of hours • N/A but exceptions may be required in event of disaster 

 
 
 
 

mailto:recruitment@cvha.org.uk


 
 

Device Use 
 

Using a laptop • A laptop is provided as standard for this role 

• Supporting equipment such as screens, mice and external 
keyboards are provided as standard 

Using a Tablet PC (e.g. Surface 
Pro) 

• The majority of work will be completed using a laptop, a table PC 
can be requested 

Using a Mobile Phone • A touch-screen mobile phone will be provided with phone calls 
being made through an app 

• Mobile phones can also be used to access Microsoft Office 
application and the HR system, though use of these applications 
on a mobile is voluntary 

Using a lone-working device • A lone-working device is required to be used on customer visits 

• The device is operated by the use of push buttons on the device, 
or through a phone app 

 
Application use 
 

Microsoft Office Applications • Office applications are used every day including: Outlook, Teams, 
Word, Excel and SharePoint 

Web based applications • A cloud-based customer relationship management (CRM) system 
is used to log and manage customer contact 

• A cloud-based HR system is used to book leave 

• A cloud-based e-learning systems is used for some core training 

 
Communication 
 

Language • English is the first language spoken by the majority of staff and 
customers 

Receiving and making telephone 
calls 

• Yes 

Receiving and making video calls • Making video calls to colleagues through Microsoft Teams is an 
essential part of the role and will occur on a daily basis 

• Making calls through alternative platforms such as Zoom may 
occasionally be required to communicated with third parties 

Email • Email is an essential part of this job, and it is expected that you 
will use this every day 

Instant Messaging • Instant messaging with colleagues through Microsoft Teams is an 
essential part of the role and use of this function is likely every 
day. 

Attending in-person meetings • In-person meetings will happen with colleagues on a regular basis 

• In person one to ones are expected to take place on a monthly 
basis 

Attending virtual meetings • Virtual meetings with colleagues will take place on a frequent 
basis 

Having face to face conversation in 
our communities and customer 
homes 

• Minimal requirements 

Creating reports • Yes 

Administration • Yes 

Giving presentations • Yes 

Conducting interviews • Yes 

Working with complex needs • May be required 

 
Workplace Interactions 



 
 

 

Interacting with customers • Yes 

Interacting with colleagues • Yes 

Interacting with contractors • Yes 

Interacting with the Board and 
Governing Bodies 

• Yes 

Interacting with Regulatory bodies • Yes 

Interacting with other agencies • Yes 

 
 
 
 



 
 

Application 
Guidance Notes 

 
These notes are intended to help you present your application so that we understand how closely you fit 
what we are looking for. Please read the guidance carefully and refer to it as you prepare your application. 
 

CVs 
CVs must be submitted alongside a supporting statement and declaration form. CVs should ideally be no 
longer than two A4 pages. Factual information such as relevant qualifications and whether or not you hold 
a driving license (if applicable) should be included on your CV. 
 

PERSONAL STATEMENT 
This is one of the most important parts of your application and it is crucial that you understand what we are 
looking for so you can present your application in the best way.  Your supporting statements should be no 
longer than three A4 pages long and should be typed in Arial, font size 11, or similar. 
 
We shortlist candidates for interview against the person specification. This sets out what we’re looking for 
in the job role. Please refer to the person specification of the vacancy you are applying for which can be 
found within this recruitment pack.  In your application, make sure that the essential and desirable criteria 
are stated clearly where you have the relevant experience, knowledge and skills. The personal statement 
can be used to give short examples from your experience that demonstrate the criteria we are looking for.  
 

REFERENCES 
Please provide employment references and not character references. Your referees should be your two 
most recent employers, including your most recent employer if applicable. An email address to contact the 
referee will be required. 
 
If you have not previously held two jobs, or if they were a long time ago, or if you have been in education or 
doing voluntary work rather than paid employment, we will be happy to take references from an educational 
establishment, or a voluntary group instead. 
 
References from relatives, close friends and partners are not acceptable.  If your current or previous 
employer happens to be a relative, close friend or partner, please let us know so that we can discuss who 
might be an appropriate person to approach for a reference.   
 
We will only request references when we have decided to make an offer of employment. 
 

GUARANTEED INTERVIEW 
As a Disability Confident Employer, we shall interview all candidates with a disability who meet the minimum 
essential requirements for the post (see the essential criteria in the person specification).  If you tell us that 
you are a person with a disability, we will ensure that we make reasonable adjustments during each stage 
of the recruitment and selection process.  If you join us, reasonable adjustments will be made to where and 
how you work as required.   
 


