
	GWHA: ROLE PROFILE

	JOB TITLE
	Corporate Administrator (Fin & DR)
	GRADE
	EVH Grade 4

	REPORT TO
	Finance Officer / Finance & IT Manager 
	DATE COMPLETED
	July 2026

	CORE RESPONSIBILITIES 
1. Commitment to enhanced customer service through proactive engagement and the provision of responsive support, information and assistance to customers, service users and other stakeholders.
2. Provide effective corporate and administrative support to the operational management of GWHA, including governance administration, office management, maintenance of corporate records and general administrative processes.
3. Undertake routine finance administration, including processing invoices and payments, maintaining accurate financial records, carrying out monthly reconciliations and liaising with suppliers and relevant colleagues as required.
4. Maintain accurate customer account records and provide appropriate administrative support in relation to customer queries, income collection and account management.
5. Undertake initial debt recovery activity, including contacting customers regarding outstanding balances, maintaining accurate records of recovery action and contributing to monthly debt recovery reporting and analysis.
6. Provide basic ICT and digital administration support, including assisting colleagues with routine and reactive IT issues, liaising with external ICT providers where appropriate, and maintaining and updating GWHA website content.
7. Support the effective management of Health and Safety administration and duties as required.
8. Support the implementation and management of recycling systems and associated administrative processes across GWHA.
9. Undertake other general administrative and corporate support duties as required to contribute to the effective and efficient operation of the Association.

	SCOPE: Towards 2020: Shaping Thriving Communities 
1 A key member of the Corporate Team focused on providing support and delivering an excellent internal and external customer service.
1. Flexible and adaptable to the changing scope of the role, reflective of changing organizational priorities and progress towards 2020 vision.


	COMPETENCIES 

	Knowledge
	Good understanding of the housing sector, its wider environment and the changing role of RSLs.
Qualified or experienced in accounts record keeping to trial balance.
Strong experience of debt recovery procedures.
Operate within framework of policies and procedures, actively contributing to the review and implementation of same.
Flexibility, commitment and enthusiasm in carrying out responsibilities and tasks.
Commitment to change, continuous improvement, learning and best practice. 
Awareness of personal strengths and limitations and seeks support, assistance and intervention as appropriate. 

	Customer service 
	Responsive, efficient service providing accurate and appropriate information, assistance and support to external and internal customers and stakeholders.
Mitigate complaints through successful service delivery and interaction.
Embraces a culture of stakeholder engagement and sustaining good stakeholder relationships

	Team Work
	Proactive engagement with colleagues to ensure Team and Corporate Aims & Objectives are achieved and issues of importance and common interest are highlighted and discussed.
Active contribution to team discussions, meetings and activities ensuring respect for the contribution of colleagues.  
Willingness to assist, support colleagues.
Comfortable with lone working and displays awareness of personal safety and risk.  
Ability to use initiative, generates ideas, negotiate and compromise.

	Interpersonal 
	Self- motivated, flexible, adaptable, reliable and personable; demonstrating self confidence, initiative and drive.

	Organisational & analytical 
	Effectively multi-task, manage, plan and monitor own work to achieve high quality outcomes and strong performance.
Ability to analyse situations and respond with appropriate action.
Ability to analyse and interpret data.
Responsive to changing demands.

	Communication & ICT
	Effective, succinct and appropriate communication with internal and external stakeholders
Good report and letter writing & language skills. 
Strong ICT skills: Outlook, Word, Excel, PowerPoint, Housing Management Software

	Vision & values
	Embrace and promote GWHA’s Code Of Conduct and values: Ethical, Inclusive, Efficient, Innovative & Open; promoting equality, value, diversity and sustainability.



