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This form lists the essential and desirable requirements needed in order to do the job.

	Job Title: 

	Corporate Compliance Transformation Lead
	Job ref no:
	PSD-0295-26

	Grade: 

	6
	Department:
	Governance

	Accountable to: 
	University Secretary
	Responsible for:

	N/A



	Evidence

	Competency
	Essential
	Desirable

	Education
	A levels or equivalent level 3 qualification
	First degree or equivalent

Relevant professional qualification or training in information governance, records management, data protection, or project management.


	Knowledge and experience
	Good working knowledge of UK GDPR, the Data Protection Act 2018 and Freedom of Information Act 2000. 

Experience of supporting or implementing information governance, data protection, or compliance-related processes.

Experience of gathering information from multiple stakeholders and documenting processes, systems, or information assets.

Experience of developing policies, procedures, guidance documents, or reports.

Experience of managing projects or workstreams to agreed deadlines.

Experience of responding to Subject Access Requests (SARs) and/or Freedom of Information requests.

	Experience within a university, public sector, or regulated environment.

Knowledge of records management standards and practice within the higher education sector.

Experience of producing or maintaining a Record of Processing Activities (ROPA) and/or Record Retention Schedule.

Experience of data mapping, data classification, or information asset management.


	IT



	Experience of creating, maintaining, or administering document libraries, records systems, or databases.

Ability to present information clearly using spreadsheets, reports, and dashboards.

Competent user of Microsoft applications including SharePoint, Outlook, Excel, Word, and Visio
	Experience of developing new databases or implementing new software solutions.

Experience of creating online guidance, intranet content, or knowledge management resources.


	Communication
	Excellent interpersonal skills with the ability to build internal networks and engage with a wide range of stakeholder across varying seniorities and backgrounds.

Excellent written communication skills, with the ability to produce clear and effective reports, policies, and procedures.

 Ability to explain complex regulatory or technical requirements clearly to non-specialists.

Ability to influence and gain cooperation from stakeholders in support of project objectives.

	Experience of delivering information governance or compliance training.

Experience of presenting information to committees, working groups or senior stakeholders.

Experience of liaising with external regulators, professional bodies, or sector organisations.

	Planning, Organisation and Analysis

	Strong analytical skills with the ability to gather, interpret and evaluate complex information.

Ability to identify information gaps and develop structured approaches to data collection and validation. 

Ability to produce accurate records, reports, and project documentation. 

Ability to plan and manage multiple workstreams, balancing priorities to meet deadlines. 

	Formal project management training or qualification (e.g. PRINCE2 Foundation, Agile, APM).

Experience of undertaking organisation-wide reviews or process improvement initiatives.

Experience of developing governance frameworks, records retention schedules, or policy review frameworks.

	Team work
	Ability to work collaboratively with colleagues across organisational boundaries.

Ability to work flexibly to support other team members within the governance team

Ability to share knowledge and support the development of good information governance practices across the organisation.

	Able to coordinate networks of information owners, records coordinators, or compliance champions.

	Behavioural 
	Demonstrates integrity, discretion and professionalism when handling sensitive and confidential information.

Self-motivated and able to work independently with minimal supervision.

Proactive and solution-focused, with the confidence to identify issues and propose practical improvements.

Commitment to and understanding of equality and diversity issues.

Positive approach, well-motivated, reliable, adaptable, and trustworthy with a commitment to ongoing training and personal development. 
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