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Job Profile

	Job details

	Job Title
	Compliance Co-ordinator

	Section
	Property Services

	Report to
	Maintenance Manager

	Grade
	EVH 6

	Hours of work
	35

	Place of work
	Ralston House, Cyril Street, Paisley, PA1 1RW

	Disclosure Level
	Basic
	Date Reviewed
	September 2026



	Person Specification

	Education and Experience
Essential

· Experience supporting or coordinating compliance programmes within housing, property, or technical services.
· Experience within a Scottish housing association or RSL. 
· HNC in Construction management or currently working towards

Desirable
· CIH Certificate in Housing Maintenance or Housing Practice
· NEBOSH, IOSH or Certificate in Asset Management
· Experience with asset management systems.

Knowledge, Skills and Abilities
Essential
· Strong understanding of landlord health & safety compliance requirements (Gas Safety Regs, Electrical Safety, Fire Safety, Water Hygiene, Asbestos Regulations, etc.). 
· Knowledge of contractor management, procurement, and performance monitoring.
· Ability to interpret technical reports and identify required actions.
· Strong data management and reporting skills.


Desirable
· Knowledge of SHR regulatory requirements and assurance frameworks.

Values and Attitudes
Essential
· Excellent organisational and planning skills.
· Strong analytical and problem‑solving ability.
· Confident communicator with tenants, contractors, and colleagues.
· High attention to detail and commitment to accuracy.
· Ability to work autonomously and take ownership of compliance outcomes.
· Commitment to safety, wellbeing, and continuous improvement.





	
Job Purpose

	
The Compliance Co-ordinator supports the organisation to meet all statutory landlord health & safety obligations across its housing stock. The role supports compliance planning, contractor oversight, data accuracy, and continuous improvement of compliance systems. It provides professional advice, monitors performance, and ensures evidence is audit‑ready for regulators, insurers, and internal governance.





	Core Responsibilities

	Landlord Health & Safety Compliance

· Support delivery of statutory compliance programmes including Gas Safety, Electrical Safety (EICR), Fire Safety, Asbestos, Water Hygiene/Legionella, Lifts, Smoke/Heat Detection, Damp & Mould, and Mechanical & Electrical systems.
· Maintain accurate compliance records, certification, and asset data within the housing management system.
· Monitor compliance cycles to ensure 100% completion within statutory timescales.
· Assist in identifying areas of non‑compliance and escalate to ensure implementation corrective actions.
· Prepare compliance dashboards, KPI reports, and assurance updates for senior management and Board.

Contractor & Programme Management
· Monitor and support the day‑to‑day performance of compliance contractors, ensuring adherence to SLAs, KPIs, and quality standards.
· Support procurement and specification development for compliance‑related contracts.
· Review servicing reports, inspection outcomes, and PPM documentation, ensuring remedial actions are raised and completed.
· Coordinate access arrangements for inspections and servicing, including supporting vulnerable tenants.

Risk Management & Assurance
· Support development and review of compliance policies, procedures, and risk assessments.
· Maintain compliance risk registers and ensure mitigation actions are tracked.
· Provide assurance for internal audits, external audits, and regulatory engagement (e.g., SHR Annual Assurance Statement).
· Ensure compliance evidence is complete, accurate, and audit‑ready.

Data Quality & Reporting
· Support on compliance data integrity, ensuring systems are updated promptly and accurately.
· Produce monthly and quarterly compliance reports for management teams and Board committees.
· Analyse trends, highlight risks, and recommend improvements.

Customer & Stakeholder Engagement
· Provide clear, supportive communication to tenants regarding compliance works, access, and safety requirements.
· Liaise with contractors, consultants, regulators, insurers, and internal teams.
· Promote a positive safety culture across the organisation.









	General

	
· Assist and on occasions undertake maintenance inspections to support the Maintenance Officers duties.
· To attend and, where necessary, represent the Association at meetings or events with external organisations and individuals, including evening meetings as required.
· To contribute to the general development and wider activities of the Association, as a member of the staff team and to act at all times in the best interests of the Association.
· Ensure all work is completed in line with policies and procedures.
· Maintain knowledge of regulatory requirements and best practice.
· Contribute to continuous improvement across services.
· Any other duties as may be determined from time to time by the Maintenance Manager and/or Head of Property Services. 
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