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JOB PROFILE 

 
 

 
 

Job  Details 

Job Title Assistant Corporate Services Officer Service Area Finance and Corporate Services 

Based RSHA Offices 
Report to 
 
Responsible for 

Corporate Services Manager 
N/A 

Grade EVH Grade 6 (PA17-20)  Date Completed May 2026 

Job Summary 

The primary focus of the role will be to provide high-quality administrative and operational support across Corporate 
Services, ensuring effective delivery of governance, compliance, and business support activities which underpins the 
business of Rural Stirling Group and is responsive to the ever-changing operating environment of the business.  You will 
have a key role in ensuring high quality support is provided to all internal and external customers and stakeholders. 
Behaviours & Competencies 
Our Organisational Competencies 
 
• Delighting our customers 
• Achieving excellence 
• Communicating effectively 
• Using professional judgement 
• Taking personal pride 
• A sense of humour and proportionality 

We want our Assistant Corporate Services Officer to be able to demonstrate the following behaviours and 
competencies: 

• Show a willingness to participate and contribute effectively to the wider staff team 
• Share appropriate information openly and encourage two-way dialogue 
• Demonstrates a high level of integrity and confidentiality 
• Show perseverance in resolving problems within the wider corporate services function 
• Remove the barriers that get in the way of delivering excellent customer service 
• Creating an environment of trust 
• Finding creative solutions for customers and staff 
• Good listener 
• Excellent communication and interpersonal skills 
• Self-aware and self-motivated to realise your full potential 
• Inspire others to achieve their full potential 
• Excellent time management skills 
• Computer literate, with knowledge of PC based office management systems  
• Ability to take responsibility for own learning and continuous improvement 
• Ability to represent Rural Stirling Group (RSG) in a positive and effective manner 
• Take responsibility for achieving excellent performance results 
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Person Specification 
Our Assistant Corporate Services Officer must demonstrate the behaviours and competencies identified: 

Experience  

Essential 
• Excellent communication and presentation skills and the ability to produce clear and succinct reports  
• Experience of succeeding in a fast-paced role with a wide range of tasks and responsibilities  
• Experience of providing excellent services to a range of customers, both internal and external  
• Extensive use of IT skills in a wide range of packages 
• Able to work on own initiative with minimal supervision, to plan and deliver work within targets and to contribute to 

an effective team 
• Ability to maintain confidentiality when handling personal and sensitive information 
• Effective team working in a busy office environment and corporate administration services 
• Commitment to the ethos of social housing 

 
 
Desirable 
• Experience working in the social housing sector or similar 
• Experience of policy development, implementation and review 
• Experience of web based electronic Board portals  
• Previous experience of remote working and use of interactive platforms for communication 
• Experience of internal audit and self-assessment  
• Experience of project management, research analysis and report writing  
• Experience of managing and updating website content 
• Experience of event management, planning and coordination 
• Experience of office H&S management 
• Experience of digital communication and IT networks and systems management 
• Experience of office facilities management 
• Experience of minute taking 
• Experience of HR administration  

 
 

Qualifications 
 
• Educated to Higher level in minimum of 2 subjects one of which must be English. 
• Professional qualification in a related discipline. 

 
Job Outputs 
Role output 
 

Includes the requirement to: 

Governance Support  • Assist the Corporate Service Manager to provide high-quality 
administrative support to the Board and Committees, including 
preparing agendas, coordinating papers, taking minutes, and tracking 
actions. 

• Assist to organise and support governance events, including the AGM 
and other corporate meetings. 

• Maintain governance registers (e.g. membership, interests, gifts and 
hospitality, office bearers) in line with regulatory requirements. 

• Support the preparation of statutory submissions and regulatory 
returns, including the Annual Assurance Statement and Annual Return 
on the Charter (ARC). 

• Assist with policy management, maintaining the policy register and 
coordinating regular reviews and updates. 

 
Corporate Compliance and 
Performance  

• Support compliance with regulatory and legislative requirements, 
including data protection, FOI and other applicable standards. 

• Support risk management, internal and external audit processes, and 
compliance monitoring. 

• Maintain systems and records to evidence compliance with governance 
and regulatory standards. 

• Support the coordination and reporting of organisational performance, 
including KPIs and Board reports. 
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Corporate Communications and 
Engagement  

• Contribute to the development and delivery of corporate 
communications, ensuring consistency with organisational branding 
and standards. 

• Coordinate and produce key publications, including newsletters, annual 
reports, and corporate mailings. 

• Maintain and update the organisation’s website and social media 
channels, ensuring information is accurate and timely. 

• Support external communications and community engagement 
activities, including promotional and stakeholder communications. 

Financial and Administrative 
Support  

• Process operational transactions such as recharge and factoring 
invoices where applicable. 

• Assist with finance administration, including processing rental income, 
invoices, purchase ledger activities where applicable. 

• Assist with processing SDM month end process as applicable. 
• Support the preparation of financial reports and related documentation 

as required. 
IT and Systems Support  • Act as first point of contact for IT and telephony systems. 

• Liaise with providers on system issues, upgrades and maintenance. 
• Support system administration and cybersecurity compliance initiatives 

(e.g. Cyber Essentials) and promote awareness among staff. 
 

Office and Facilities Management  • Support the effective day-to-day running of the office, including 
procurement of supplies and management of service contracts. 

• Coordinate office facilities, equipment, and contractor services to 
ensure value for money and service quality. 

• Maintain office inventories and ensure appropriate records are kept. 
 

Health and Safety Administration  • Support the administration of health and safety processes, including 
maintaining records, registers, and documentation. 

• Assist with risk assessments, audits, training coordination, and 
compliance monitoring. 

• Promote a safe working environment by ensuring policies and 
procedures are implemented and followed. 

 
HR and Training Administration  • Support HR administration activities, including staff records, leave 

systems, and onboarding processes. 
• Assist to coordinate and administer training and development 

programmes for staff and Board members. 
• Maintain accurate training records and support organisational learning 

initiatives. 
• Assist with processing payroll to provide cover during any Finance 

Officer absences. 
 

Customer Service and General 
Administration  

• Support complaints administration and ensure responses are handled 
within required timescales. 

• Assist with general administrative duties to support the effective 
operation of the organisation. 

 

General Responsibilities  
 

• Work collaboratively with colleagues across teams to support 
organisational objectives. 

• Promote equality, diversity and organisational values in all activities. 
• Represent the organisation as required at internal and external 

meetings. 
• Undertake any other duties appropriate to the role as directed by 

management. 

Equality and Diversity • Observe and promote the Association’s Equality, Diversity and Human Rights 
Strategy. 

• Comply with the RSG Equality & Diversity policy and relevant legislation. 
Risk  • Take a proactive approach to risk and contribute to the identification, 

mitigation and control of risks that you have responsibility for. 
Health and Safety • Encourage a culture of health and safety across the organisation by 

identifying and reporting issues or concerns.  
• Comply with the RSG Health and Safety policy and relevant legislation. 
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Health & Safety Role Specific 
Training Requirements as identified 
in the RSG Training Needs 
Analysis (TNA) 

• Health & Safety Basics for Office Based Staff (Mandatory) 
• DSE Awareness Assessment (Mandatory) 
• Fire Safety Awareness (Scotland) (Mandatory) 
• Business Continuity and Emergency Scenario Testing (Essential) 
• Mental Health Awareness 
• Stress Awareness  
 
• The requirement for other role specific Health and Safety training identified as 

Desirable and Optional to be assessed in consultation with line manager. 
Other 
 

• Promote and foster a strong, ethical, friendly and efficient team culture and 
working environment. 

• Act ethically and with integrity, taking account of the employee code of 
conduct. 

• Consistently maintain a high level of confidentiality and discretion with all 
information relating to the business. 

• Such other relevant duties as may be determined from time to time. 
Interdependencies 

• RSG Board / Committee 
• Chief Executive / Executive Team  
• Deputy CEO /Director of Finance & Corporate Services 
• Senior Management Team 
• Corporate Services Manager 
• Finance Officer  
• Finance and Corporate Services Adviser  
• Colleagues 
• Tenants and other customers 
• Partner agencies 
• Contractors, Consultants and Suppliers 
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