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Welcome from the Chief Executive  

 
Dear Candidate, 
 
Thank you for your interest in working with Clydebank Housing Association as our Data 
Protection and Compliance Officer. 
 
I hope this pack will provide you with details of the role and information about the Association 
to assist you in the application process. 
 
Clydebank Housing Association is a customer focussed, high performing housing association 
operating in the central and East Clydebank area of the town.  We own and manage c. 1,200 
homes for affordable rent and act as factor to another c. 600 owner occupied properties. 
Over the past thirty years we have continued to develop new housing and provide wider role 
activities including the provision of heat and hot water to over 300 tenants at our multi-storey 
flats via our wholly owned subsidiary, CHA Power Limited. 
 
We have a dedicated staff team who are committed to high levels of service and strong 
leadership from our Management Committee who drives forward the delivery of the 
Association’s strategic objectives.  
 
Thanks again for your interest and I wish you good luck in your application. 
 
 
Yours faithfully, 
 
 
Sharon Keenan 
Chief Executive Officer 
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About Us  

Clydebank Housing Association (formerly Central & East Clydebank Housing Association, 
up to June 1989) was established by local residents in 1984 and working in partnership 
with the Housing Corporation (latterly Communities Scotland then Scottish Homes) and 
with the Local Authority, set out to improve housing and regenerate the central and east 
areas of the town.  The Association was registered with the Housing Corporation in 
January 1985 and celebrated 30 years of achievements in 2015.    
 
We are a community based “not for profit” organisation and a registered Scottish Charity 
(Charity no SC033962).  We are committed to community control. Our policy is to 
encourage tenants and other customers to become members of the Management 
Committee and to take an active part in the running of the Association. 
 
CHA is registered with the Financial Services Authority, a Registered Society registered 
under the Co-operative and Community Benefit Societies Act 2014 (registered number 
2191 RS) and the Housing (Scotland) Act 2010. This means that it cannot distribute any 
profits and all surpluses are set aside for future major repairs. It is also registered with the 
Scottish Housing Regulator (formerly Communities Scotland), No. HAL86 and as a result, 
CHA is subject to supervision and inspection by this agency.  The Association is a 
registered property factor under the provisions of the Property Factors (Scotland) Act 
2011, Registration No PF00023. 
 
In the earlier years, our development work concentrated on the modernisation of the 
Tenements in the town centre.  When this work was finished, we embarked on a 
programme of new building to provide more new houses and flats for rent and for shared 
ownership.   
 
In 1999, we acquired over 750 houses in Clydebank from the previous landlord, Scottish 
Homes, increasing our stock to over 1100 houses and flats, catering for all types of 
people including the elderly, disabled people and those with special needs. 
 
As at 31 March 2019, our housing stock totalled 1,166 units including 42 Shared 
Ownership units.    In terms of size, we are currently the largest of eight, community 
based Housing Associations in West Dunbartonshire and we employ 38 members of staff 
(FTE 32) including 32 permanent and 6 temporary members of staff, 3 caretakers who 
service our multi-story flats at Radnor Park, 4 members of staff who service our wider role 
project at Centre81 and 2 office cleaners. 
 
As we grow, diversify and offer an increasing number of wider role activities, our role as 
an employer becomes more significant. We are committed to equal opportunities, are a 
“disability confident committed employer” and our track record in staff training and 
development earned us “Investor in People Gold” again in 2018 and “Investor in Young 
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People Gold” status for the first time in April 2015.  Clydebank Housing Association was 
first accredited by Investors in People in October 1996 and has now maintained 
commitment to the standard longer than any other Scottish Housing Association.  Our re-
assessment to IIYP accreditation is due in 2019. 
 
Since the beginning of the recession up to and including the end of 2015, our focus had 
shifted away from new-build development and closer to the maintenance and 
improvement of our existing stock.  During the same period, we continued to expand the 
range of our ‘wider role’ activities.  Our wider role is where we aim to improve the social, 
economic and environmental circumstances of the community in which we operate.  This 
strategy allowed us to ensure that our tenants continue to enjoy good quality homes and 
services and are protected from large rent increases during years of austerity.  Details of 
some of our wider role projects can be found in Section 3.6. 
 
However, since early 2016, our development function has once again come to the fore 
with our 44 unit affordable housing project completed at Graham Avenue in 2018, a 
further 37 units at Queens Quay and a potential development at the former St. Cuthbert’s 
site in Linnvale to build 25-30 units in the pipeline.  The Management Committee remains 
committed to growing our stock base and therefore we continue to liaise with our West 
Dunbartonshire and Scottish Government colleagues to secure grant funding for other 
development proposals.  Additionally, as well as continuing to ensure ongoing SHQS 
compliance, we are now working towards the 2020 deadline for the new Energy Efficiency 
Standard for Scottish Housing (EESSH) compliance.     
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Organisational Structure 
 



        Respectful                  Accountable                    Responsive & Informative                  Professional 

 

7 

                                  Recruitment Pack 
 

 

 

    

Job Description 

 
 

Job Title:   Data Protection & Compliance Officer 
 
Department:   Finance & Corporate Services 
 
Grade:   EVH Grade 7 – PA22-PA25 
 
Reporting to: Head of Housing Services  
 
Location:   CHA Premises, 77-83 Kilbowie Road, Clydebank 
 
 
The Grade 7 Data Protection and Compliance Officer will possess a high degree of 
technical/professional knowledge and will advise and support staff within the organisation on 
specialist IT, FOI, GDPR and other compliance information. The bulk of work will be taken 
forward to conclusion on the post-holder’s own initiative within policy guidelines and the post-
holder will be accountable for such work. 
 
Objectives 
• To provide specialist support to the Association in delivering an efficient and effective 

internal and external IT service 
• To ensure the effective implementation and review of relevant Policies, Procedures and 

Strategies. 
• To ensure compliance with relevant legislation, the SHR Regulatory requirements and 

the Scottish Social Housing Charter and provide regular Management Committee 
reports as required. 

• To provide customers with the highest quality of customer care in accordance with the 
Association’s Customer Care Policy.  

• To assist in the successful delivery and achievement of operational and performance 
standards. 

 
Accountability 
The Data Protection and Compliance Officer will be directly responsible to the Head of 
Housing Services and thereafter, the Head of Finance and Corporate Services, the Chief 
Executive Officer and Management Committee. 
 
Information Technology 
– Management of day to day IT maintenance, security, licences and CHA IT inventories 

and addressing IT related issues including daily back-up and file restorations 
– User management – setting up/deleting users/mailboxes in line with policies and 

procedures 
– Maintenance of remote server including periodic checks of remote access 
– Enabling server access to 3rd parties as required 
– Liaison with IT support providers and ensuring timeous contract renewals 
– Review and delivery of relevant Strategies, policies and procedures  
– Centre81 website maintenance 
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– Recommendations for updates, systems reviews (hardware and software) and ongoing 
systems monitoring 

– To undertake housing system evaluations in conjunction with senior staff 
– To undertake mobile phone management/reviews as required 
– Social media updates 
– To administer document management systems, project management, procurement, etc. 
– Negotiate and liaise with service users (including tenants) and providers to ensure 

optimum service delivery 
– Close liaison with the Head of Finance and Corporate Services in relation to annual 

budgetary requirements  
 
GDPR continued compliance 
– Named Data Protection Officer 
– Ongoing monitoring, security and policing to ensure that the Association continues to 

meet its GDPR requirements per the legislation and its own policies  
– Briefings to senior staff and Management Committee as required  
– Liaison with ICO and Head of Housing Services to ensure reporting requirements are 

met  
 

Freedom of Information (FOI) 
– Co-ordinate and respond to all FOI requests  
– Ensure staff are dealing with requests within the specified timescales and ensuring 

policies and procedures are followed 
– Responsibility for checking CHA published information to ensure it is up to date 
– Liaison with ICO and Head of Housing Services to ensure reporting requirements are 

met  
 
Governance 
– Administrative duties relative to the governance, IT and Data Protection, FOI functions 

including liaison with Internal Auditors and ensuring compliance with recommendations 
– Organisation of committee training and upkeep of training records 
– Assisting in the delivery of general Management Committee governance requirements 
– To deliver IT and compliance inductions for all new staff 
– Ensure monthly update of Regulatory Self-Assurance Action Plan 
– Liaison with senior officers to ensure organisational wide legislative compliance in line 

with the Regulatory Standards of Governance and Financial Management and other 
regulatory requirements 

 
Other Duties 
– Assist in the formation and ongoing review of relevant Policies and Procedures 
– Produce Management Committee reports on all aspects of the role as required.       
– To contribute to full staff meetings and section meetings and ensure IT facilities in order 

for all training/other events 
– To undergo training identified during the appraisal process and attend relevant job-

related training/conferences as required. 
– To ensure ongoing professional development in relation to the role 
– To provide regular training to staff and committee in all aspects of the role 
– Provide flexibility to support other areas of the business as required. 
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– Attend Community/Association events and Management Committee Meetings as 
required 

– Disaster Recovery management and procedure input in relation to all aspects of the role 
– Awareness of “best practice” and the ability to structure systems to achieve this 

throughout the function(s) will be routinely required 
– To carry out any other tasks at the request of the Head of Housing Services, Head of 

Finance and Corporate Services and Chief Executive Officer. 
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Person Specification 
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Person Specification (continued) 
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Summary of Terms 

Clydebank Housing Association is a full member of Employers in Voluntary 
Housing (EVH) and the terms and conditions for this post follow the EVH terms.  
A summary of the principal areas are as follows: 
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The Selection Process 

 



        Respectful                  Accountable                    Responsive & Informative                  Professional 

 

14 

                                  Recruitment Pack 
 

 

 

    

Fair Processing Notice 
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