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APPLICATION FOR EMPLOYMENT




CONFIDENTIAL

CORPORATE SERVICES ASSISTANT
FULL TIME - PERMANENT


All questions must be answered.  Whilst some sections may not be relevant to you personally, you should complete the form as fully and as accurately as possible to enable your application to be given full consideration; where a question or section is not applicable, then please state this rather than leaving it blank.  

You should read the person specification and job description carefully and, when completing your supporting statement, detail your suitability for the post in line with both the job description and person specification.  

Give examples from your current or previous posts to demonstrate how you meet the criteria. You should also include any relevant skills you may have gained through voluntary work. 

Your personal information will not be available to the short-listing panel.

CVs will not be considered.

When completed this form should be returned by email to:  
recruitment@clydesdale-housing.org.uk 

The closing date for applications is 12.00noon on Monday 17 November 2025 Applications received after this time will not be considered.

Interviews will take place on Monday 24 November 2025 at our Lanark offices.
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Application For Employment

	Post Title
	Corporate Services Assistant

	Department
	Corporate Services 



Personal Details

	Full Name 
	

	Mr
	Mrs
	Ms
	Miss
	Other (Please Specify)

	Address
	

	

	
	Postcode
	

	 Home 
	
	 Mobile/Daytime
	

	Email Address
	



Relationship to Association, Management Committee or Staff Members

	Are you a tenant or sharing owner of Clydesdale Housing Association?
	Yes/No

	Are you related to any member(s) of the Board or staff of Clydesdale Housing Association?
	Yes/No

	Do you know anyone who works for Clydesdale Housing Association?
	Yes/No

	If you have answered yes to any of these questions, please state name and relationship:







Supporting Statement

	We wish to compare your experience, skills and knowledge with the requirements of the position.  You should therefore demonstrate and evidence how you satisfy the requirements on the person specification, providing examples where applicable.
Please refer to the criteria listed in the Person Specification
You should also include any relevant skills you may have gained through voluntary work or life experience.

	Supporting Statement: (No more than 800 words) 

	






	Education and Qualifications
	Essential Criteria
	Please indicate if you meet criteria

	Educated to SCQF Level 6 (Higher) or equivalent 
	Essential

	Yes or No (please delete as appropriate

	Details:





	Skills and Abilities 

	Team player with a positive attitude and able to contribute to a positive culture of delivering excellent customer service and good practice.
	Essential
	Yes or No (please delete as appropriate

	Details:





	Ability to analyse and interpret data
	Essential
	Yes or No (please delete as appropriate

	Details:




	Excellent interpersonal skills to deal with a wide range of customers, Board Members, colleagues and visitors.
	Essential
	Yes or No (please delete as appropriate

	Details:





	Ability to build and maintain strong partnership, networking and influencing skills.
	Essential
	Yes or No (please delete as appropriate

	Details: 





	Experience & Knowledge


	Essential Criteria
	Please indicate if you meet criteria

	Proficiency in Microsoft Office (Word, Excel, Outlook, PowerPoint) and familiarity with office management systems.
	Essential
	Yes or No (please delete as appropriate)

	Details:






	Proven success in an administrative or office support role, ideally within a housing environment.
	Essential


	Yes or No (please delete as appropriate)

	Details:






	Experience providing reception/front-line support, handling enquiries by phone, email, and in person.
	Essential
	Yes or No (please delete as appropriate)

	Details:






	Experience collating documentation, and assisting with meetings, including minute-taking.
	Essential
	Yes or No (please delete as appropriate)

	Details:





	Experience managing office systems, records, and supplies.
	Essential
	Yes or No (please delete as appropriate)

	Details:





	Skills and abilities
	Essential Criteria
	Please indicate if you meet criteria

	Strong organisational skills with the ability to prioritise tasks effectively and meet deadlines
	Essential
	Yes or No (please delete as appropriate)

	Details:





	Excellent written and verbal communication skills.
	Essential
	Yes or No (please delete as appropriate)

	Details:





	Ability to produce accurate work
	Essential
	Yes or No (please delete as appropriate)

	Details:





	Ability to maintain confidentiality and handle sensitive information appropriately.
	Essential
	Yes or No (please delete as appropriate)

	Details:





	Competence in using digital tools to enhance administrative efficiency, including basic familiarity with emerging technologies.
	Essential
	Yes or No (please delete as appropriate)

	Details:





	Ability to work independently and as part of a team.
	Essential
	Yes or No (please delete as appropriate)

	Details:





	Other requirements
	Essential Criteria
	Please indicate if you meet criteria 

		Good interpersonal skills for liaising with staff, tenants, and external stakeholders.

	



	Essential
	Yes or No (please delete as appropriate)

	Details:






	Professional and approachable manner.
	Essential
	Yes or No (please delete as appropriate)

	Details:





	Flexible, proactive, and willing to support a wide range of tasks.
	Essential
	Yes or No (please delete as appropriate)

	Details:





	Reliable, responsible, and motivated to contribute to organisational success.
	Essential
	Yes or No (please delete as appropriate)

	Details:





	Strong problem-solving abilities and attention to detail.
	Essential
	Yes or No (please delete as appropriate)

	Details:





	Understand the importance of actively promoting Equality, Diversity & Inclusion in all aspects of the job role  
	Essential
	Yes or No (please delete as appropriate)

	Details:








Education, Qualifications, Training and Development

Please list below academic and professional qualifications obtained.  Evidence of qualifications will be required before appointment.

	Name of School/College/University
	Qualification and Subject

	

	

	

	

	

	




Please list any courses you have attended with current or previous employers which may be relevant to this post.

	Course Title
	Name of Provider
	Date Attended
	Duration

	











	
	
	




Please list below current membership of professional bodies or other bodies which may be relevant to this post.

	Body
	Membership Grade

	



	







Employment History

Please give details of past and present work.  This can be paid work, voluntary work of work from home.  Pease identify any gaps in your employment, including career breaks.

Current or Most Recent Employment

	Job Title
	

	Name and Address of Employer
	

	Date Appointed
	
	Salary
	

	Key Duties
	






	Reason for applying for PHA role

	

	Date of Leaving (if applicable)
	

	Notice Period
	



Previous Employment 

	Job Title
	

	Name and Address of Employer
	

	Date Appointed
	
	Salary
	

	Key Duties
	







	Reason for Leaving

	

	Date of Leaving

	

	Notice Period
	


	(continue on a separate sheet if required)

References

Please provide the name and address of two referees (who are not relatives or friends) who can provide reliable information about your experience, skills and competencies in relation to this post.  At least one of the referees should be your current or most recent employer. Referees will not be contacted prior to interview or a conditional offer being accepted.

	Name
	

	Company Name and Address
	

	Job Title
	

	Email Address and Phone Number
	
	
	

	Relationship
	



	Name
	

	Company Name and Address
	

	Job Title
	

	Email Address and Phone Number
	
	
	

	Relationship
	


	Applicant Number
	 




12
Miscellaneous

	Where did you see this post advertised?
	

	Are you eligible for employment in the United Kingdom?
The Immigration, Asylum and Nationality Act 2006 makes it an offence to employ anyone who is not entitled to live or work in the EU.  All applicants selected for interview will be required to provide evidence that they are entitled to live and work in the EU.  Appropriate documentation may include the original of your current passport, visa, birth certificate or any other document (or combination of documents) indicated by the Act which we will copy and retain.
	Yes/No



Personal Data

In accordance with the General Data Protection Regulations (GDPR), Clydesdale Housing Association is committed to being transparent on how it handles your personal information, to protecting the privacy and security of your personal information and to meeting its data protection obligations for all job applicants as listed below:-.  

· what types of personal information we collect about you
· how we collect your personal information
· why and how do we use your personal information 
· what if you fail to provide personal information
· why and how we use your sensitive information
· any change of purpose for holding information
· who has access to your personal information
· how the Association protects your personal information
· for how long we will keep your personal information
· your rights in connection with your personal information
· as well as any changes to the Privacy Notice.

You have the right to request a copy of the personal data we hold on you.  

You also have the right to request that we correct any information we hold about you which you believe to be inaccurate.

Please note that if you are successful at interview: your employment application will be subject to verification and this will involve references being followed up and qualifications being verified.  












Guaranteed Interview
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Clydesdale Housing Association subscribes to the commitments of the Disability Confident scheme and therefore will guarantee an interview to all disabled applicants who meet the minimum essential criteria for the job as set out in the person specification.
 
Please tick this box if you consider yourself to be a disabled candidate and would like to apply for a guaranteed interview.  


Equality Act

We are committed to being an equal opportunities employer.  If you have a disability as defined in the Equality Act 2010, are there any arrangements that would assist you in attending an interview?  (for example, relating to access or communication)?  Please provide details below:

____________________________________________________________________________

Rehabilitation of Offenders Act 1974

The Rehabilitation of Offenders Act 1974 enables some criminal convictions to become spent or ignored, after a ‘rehabilitation period’.   Excepted posts are those to which the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 applies.  You may be entitled to withhold information about convictions that are ‘spent’ under the provision of the act.  In the event of employment, any failure to disclose could result in dismissal or disciplinary action by your employer.  If selected for interview you will be required to complete a criminal convictions declaration form which will only be reviewed if an offer of employment is made.

Declaration

I declare that the information I have given in support of my application is to the best of my knowledge and belief, true and complete.  I understand that if it is subsequently discovered that any statement is false or misleading, or that I have withheld any relevant information, my application may be disqualified or, if I have already been appointed, I may be dismissed without notice.

I also declare that I know of no reason that would prevent me from carrying out the role described in the Housing Manager Job Description.

	Signed
	

	Date
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