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	Directorate:
	Service Reform
	Section:
	Legal and Governance

	Job details:
	

	Job title:
	Information Governance Officer

	Grade:
	Grade 2C FILLIN "Grade" \* MERGEFORMAT 

	Location of work:
	Salford Civic Centre

	Directly responsible to:
	Principal Democratic Services Advisor

	Directly responsible for:
	

	Hours of duty:
	36 hours per week in accordance with the flexible working hours scheme

	Primary purpose of the job:
	To process Access to Records/Subject Access requests in accordance with the Data Protection Act 1998.

To provide advice and training to staff with regard to compliance with ‘Access to Records’, and to implement corporate wide policies, procedures, standards and guidelines.

To provide advice and assistance to the Council's Service Groups on Information management and governance in relation to the Data Protection Act 1998 and other associated legislation
To support the Corporate Information Governance function and participate in the development and implementation of associated policies and procedures.
To support the processing of Freedom of Information requests as required. 

	Post ref no:
	

	

	.

	Main duties and responsibilities/accountabilities

	Access to Personal  Records and Information
1. To have responsibility for the day to day processing of Subject Access/Access to records requests in accordance with the Data Protection Act 1998. This process involves:

· Determining which records/information the request relates to and  liaising with the relevant Directorate/Organisation  as appropriate, this includes searching for records existence using knowledge of Council Service Groups and knowledge of various corporate ICT systems. 
· First point of contact to offer advice regarding access to records to staff and professionals of the council as well as to the general public, the Police, solicitors, schools and any other organisations representing the client. 
· determining entitlement and eligibility to ‘Access to Records’ information and engaging with the requestor accordingly.
· To request and process payments for requests in the form of cheque or credit card. 

· Applying the Data Protection Act to subject access records, ensuring that the requestor’s and third parties welfare is considered. Deciding what information is appropriate to share including redacting any third party information Disclose any personal data as appropriate.
2. To develop and maintain appropriate systems and procedures in relation to requests for access to personal records/information. To be confident in using all care management systems used in the authority. 
3. To provide statistical information on the processing of such requests
4. Support Corporate Information Officer in raising organisational awareness of the requirements of Subject Access

FOI Support
1. To support the coordination, processing and monitoring of  Freedom of Information (FOI) requests as required
2. To support the logging, processing of FOI requests onto the CRM system and to liaise with the appropriate service areas as required
3. To support the FOI process in respect of compliance with the Freedom of Information Act, as required.

4. To receive and manage own caseload of FOI requests from Corporate Information Governance officers as and when requested.

General Responsibilities/Accountabilities for the Corporate Information Governance Function
1. To support the Corporate Information Governance function and participate in the development and implementation of associated policies, procedures and guidance
2. To monitor and maintain agreed standards for information compliance, as set by the Corporate Information Governance Officer.

3. To assist with the training requirements for Directorate based staff.

4. To develop effective and efficient filing systems using the Council’s Document Management System and to ensure data and information is recorded in accordance with the Council’s Document Management System.
5. Support and promote good risk management practice within the team and ensure adherence to the ICT Risk Management Policy, ICT Risk Management Strategy and ICT Risk Management Toolkit.

6. Implement the Council’s commitment to equal opportunities and promote diversity and inclusion in all aspects of the services delivered.

7. Implement the Directorate’s Health and Safety Policy arrangements as they apply to the personal responsibilities and service obligation.

8. To contribute and demonstrate a commitment to Salford City Council’s Crime and Disorder Reduction Strategy. 

9. To provide a consultancy service for all directorates, including liaison, assessing problems, queries, procedures and practices and take joint responsibility for advice given and decisions made
10. To support liaison and communication with other Greater Manchester Authorities in respect of ‘Access to Records’ data protection issues, or Freedom of Information issues.

11. To support and participate in any investigations undertaken by the Information Commissioner in relation to Access to Records / FOI.

12. To support all Service Groups in complying with the handling of data and supporting relevant legislation, policies and procedures relating to processing and disclosure.

13. To support / implement with the City Council's partners, protocols and initiatives for joint processing and information exchange.

14. To undertake such additional duties as are reasonably commensurate with the level of the post.

	Review arrangements:
The details contained in this job description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, the council will expect to revise this job description from time to time and will consult with the post holder at the appropriate time.




Date job description prepared/revised:
August 2017.
Prepared/revised by:



Karen Lucas


Agreed job description signed by holder:
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POST REF. No. 

	Job title
	Grade
	Directorate
	Location

	Information Governance Officer
	2c
	Service Reform - Legal and Governance
	Civic Centre, Swinton


Note to manager

In completing this form you are setting the expected standard for the person you need for this job on this occasion.  Once completed, it will help to create your shortlist of candidates and to devise the questions you ask at interview. Please describe the criterion in ways that are both accurate and capable of being tested.  Above all, the requirements must be job related and non-discriminatory. The job description, person specification and advertisement must be consistent. Each of the criteria must be identified under the Essential or Desirable headings. Whilst all criterions are important, those marked Essential must be met before an interview can be offered. (See Section 6 of the Recruitment and Selection Code of Practice for more information on producing a person specification)
Note to applicants

Whilst all criterions below are important, those under the Essential heading are the key requirements. You should pay particular attention to these areas and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.
















        

       (*See grid overleaf)

	Essential criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1. 
	ICT skills i.e. Microsoft Office specifically Word, Excel and Outlook.
	A,I

	2. 
	Excellent communication and interpersonal skills.
	A,I

	3. 
	Ability to prioritise and organise your own workload to enable compliance with ‘Access to Records and to work with minimum supervision; using initiative.
	A,I

	4. 
	Planning and time management skills
	A,I

	5. 
	Experience of developing, supporting and implementing  policy, procedures and systems.
	A,I

	6. 
	A professional manner, to deal with people from a wide range of backgrounds.
	A,I

	7. 
	Ability to record and process information accurately following set procedures.
	A,I

	8. 
	Work flexibly as a member of a team and be willing to offer support to colleagues.
	A,I

	9. 
	Good listening skills, in order to follow complex debates and assist in resolving complex issues.
	A,I

	10. 
	Discretion, ensuring that all information is managed appropriately with due regard for privacy, confidentiality and sensitivity and the application of data protection principles.
	A,I

	11. 
	Good report writing skills, being able to identify and articulate key points
	A,I


	Desirable criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1.
	Experience of working in an Information Governance environment.
	A,I

	2.
	Awareness of the Data Protection Act 1988 and other associated legislation. 
	A,I

	3.
	Experience of supporting and promoting good risk management practice.
	A,I


	Completed by
	Date
	Approved by
	Date

	Karen Lucas
	September 2017.
	
	


Method of assessment (* M.O.A.)

A = Application form,    C = Certificate,    E = Exercise,    I = Interview,    P = Presentation,    T = Test,    AC = Assessment centre

JD Information Governance Officer

