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OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 

	Trainee Information Management Officer

	Directorate:  
	Corporate & Commercial Services
	Division/Section: 

	Information Management

	Grade:  

	Grade 4
	JE Reference:
	9784


	Job Purpose:

To provide support to the Information Management Team in the development and delivery of the council’s Information Management strategies, policies, legal advice and governance together with training and performance management. This will encompass information security, records management, data protection, freedom of information and environmental information access and the wider information agenda, to ensure the appropriate legal and best practice protection, quality and access to the council’s information and records.




	Key Tasks:  

	A.

	To support research into and assist in the development/review/implementation of procedures and advice in order to meet the requirements of legislation, regulations, British standards and best practice in relation to information governance, primarily data protection / Freedom of Information & Environmental Information Regulations / records management and information security. 



	B.

	To support the creation and delivery of training and guidance material to promote and train council management, officers, elected members, schools and partners to raise awareness of the importance of lawful and effective information management and governance. 

	C.

	To support the Information Management Team in liaising with customers, council management, officers, elected members, schools and partners in the investigation of data protection / Freedom of Information & Environmental Information Regulations / records management and information security complaints with the aim of reaching resolution to reduce risk of recurrence. 

	D.

	To undertake research into current affairs and national and regional information agenda’s in order to keep abreast with information governance requirements.

	
	

	General Tasks

	1.


	Type and produce presentations using a computerised presentation package and to format existing presentations.

	2.
	Capture and log cases/requests on appropriate databases (primarily Freedom of Information (FOI), Subject Access Requests (SAR) and Information Security) and update records as appropriate. Produce acknowledgements to customers as required, to an agreed content and format.

	3.
	Allocate cases to appropriate services/officers and ensure that allocation lists are updated to reflect services/staffing changes. 

	4.
	Retrieve information from computerised databases (primarily FOI, SAR, Information Security), manipulate data and create non-standard reports e.g., FOI weekly report.

	5.
	Produce data reports and liaise with services and officers as appropriate with a view to correcting errors and updating data. 

	6.
	Analyse and validate service specific information, requesting additional details or clarification, as required.

	7.
	To assist with the postal, diary and telephone management for the Information Management Team ensuring messages and/or information is communicated onwards. 

	8.
	Undertake progress chasing e.g., overdue breach reports, FOI, SAR requests etc.

	9.
	Preparing training packs and assisting with training event facilitation, ordering resources from the regulator or other relevant bodies.

	10.

11.

12. 

13.

14. 

15.

16.
	Co-ordinate the archiving of documents and information according to the council’s data retention policy.

Assist in the maintenance of a library of professional reference material.

Facilitate the production and publication of corporate information management team briefs and updates to the intranet pages on behalf of the Information Management team.

Assist in the data input and administration in relation to the production of the mandatory annual Information Governance Toolkit.

Preparing papers and agendas, servicing meetings in the production of minutes and related documentation.

Order goods and services, take payments raise and process cheques and invoices as directed, using the Council’s Financial Management Information System, and other associated activities.

Support the co-ordination of events, e.g., organise rooms, prepare agendas, equipment, car parking, travel arrangements.


	Standard Duties:



	1.
	To actively promote the equalities and diversity agenda in the workplace and in service delivery.



	2.
	To uphold and implement policies and procedures of the council; including customer care, data protection, finance, ICT, safeguarding and health & safety policies.



	3.
	To actively engage with the behaviours and values of the council to promote and support the Co-operative Agenda.



	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 



	5.
	Undertake any additional duties commensurate with the level of the post.



	Contacts:

Colleagues within the Information Management Team, and wider within the council, Unity, Miocare and other partner organisations.



	Relationship To Other Posts In The Department:



	Responsible to:  

	Information Manager

	Responsible for:
	None


	Special Conditions:

None



	
	DATE
	NAME
	POST TITLE

	Prepared
	August 2018
	Stephen Hankinson
	Information Manager

	Reviewed
	
	
	

	Reviewed
	
	
	


OLDHAM COUNCIL

[image: image2.wmf]
PERSON SPECIFICATION

Job Title:  Trainee Information Management Officer
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Literacy and numeracy sufficient to undertake the tasks and duties of the role


	
	AF / I

	Experience


	Experience of undertaking a range of co-ordination and monitoring activities to support others to successfully deliver initiatives and/or programmes of work
Experience of researching, collating, processing information / data to support others with programme planning and delivery
Experience of giving advice and guidance tailored to the situation and appropriate to the relevant audience

Experience of ordering goods and services, the payment of invoices and following financial policies and procedures to undertake financial processing activities

Experience of using ICT packages to keep records, prepare data for analysis and to undertake technical administration


	
	AF / I
AF / I

AF / I

AF / I

AF / I


	Skills & Abilities


	Interpersonal skills to establish and maintain professional relationships with others at all levels within the organisation to encourage and persuade others to engage with progressing objectives
Communication skills to write straightforward reports and other documentation appropriate to the intended audience

Organisational skills to prioritise own workload taking into account potentially conflicting deadlines

Teamwork skills to support and encourage colleagues to achieve common goals to the required quality standards

Initiative to work proactively to solve unexpected problems using recognised procedures and policies as a guide

Organisational skills to provide administrative support to meetings, seminars and other (large-scale) events


	
	AF / I

AF / I

AF / I

AF / I
AF / I 

AF / I


	Work Circumstances


	Commitment to personal development

Able to work flexibly to meet the needs of the service including at different locations 

	
	AF / I

AF / I



Abbreviations: AF = Application Form; I = Interview; T = Test, P = Presentation; R = References
NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview
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