[image: ]JOB DESCRIPTION

This form summarises the purpose of the job and lists its key tasks.
It may be varied from time to time at the discretion of the College in consultation with the postholder.

	
Job Title: Information Governance Project Officer
	
Job ref no: PSD-0295-26

	
Grade: 6 (fixed term 9 months)
	
Department: Governance

	
Accountable to:  University Secretary
	
Responsible for: N/A



	Job summary:

Working closely with the University Secretary and Information Compliance Officer, the role holder will lead the compilation of key documentation for the effective management of information at the RVC. This will include reviewing data classifications and establishing a taxonomy, completing data mapping, and compiling a new record retention schedule, populating a comprehensive record of processing activity (ROPA), developing an institutional policy database and review schedule, and updating the university’s publication scheme. The post will support the University Secretary with the development of an information governance framework that will ensure the RVC’s compliance with the Freedom of Information Act 2000 (FOIA), The UK Data Protection Act 2018 (UK GDPR), and the General Data Protection Regulations. (GDPR). The role holder will also be expected to contribute to the compilation of responses to Subject Access Requests and Freedom of Information Requests during busy periods.




	Competency: Communication
Key tasks:

· Establish communication channels and with data owners and data stewards across the RVC and use these to gather relevant information from all RVC departments.
· Produce clear reports that show progress against project milestones.
· Produce clear written guidance to support the implementation of project outputs.
· Deliver training/ instruction or advice in person or online as required.
· Effective liaison with colleagues at all levels and with relevant external bodies



	Competency: Service Delivery
Key tasks:
· Agree data classification, develop taxonomy and work with IT teams to map data types across the RVC.
· Compile an institutional Record Retention schedule using the JISC model within agreed timescales.
· Produce a complete record of processing activities (ROPA) that complies with the RVC’s obligations under UKGDPR.
· Develop a central library of RVC policies, policy owners, and review dates within agreed timescales.
· Maintain and develop external (website) and internal (intranet) facing service information.
· Review and amend information compliance policies and processes to ensure they support the implementation of the project outputs.
· Establish processes for ongoing update of the retention schedule, ROPA and policy database.
· Propose process enhancements to current working practices to support good information governance.
· Act as a member of the information compliance team, compiling and reviewing materials for responses to Subject Access Requests and Freedom of Information Requests.



	Competency: Analysis and Research
Key tasks:
· Liaise with key contacts across the RVC to gain a comprehensive overview of information management in each department.
· Build a data type taxonomy and type-to-classification mapping table to support data mapping across the RVC.
· Keep up to date with guidance, good practice and changes in the law related to information governance and data protection.
· Provide clear and competent reports project progress.
· Review the RVC’s publication scheme, proposing changes in line with sector best practice.


	Competency: Planning and Organisation
Key tasks:
· Plan and manage the progress of the information governance project.
· Provide regular reports on project progress to the University Secretary and relevant committees and working groups as required.
· Fully document processes for reviewing and updating the ROPA, records retention schedule and policy database
· Effective management of own workload to prioritise tasks and meet project deadlines.



	Competency: Initiative and Problem Solving
Key tasks: 
· Independently manage day-to-day project activities and work under own initiative to resolve problems such as delays or difficulties with information gathering as they arise.
· Advise colleagues of project requirements and work with them to resolve any issues with gathering and providing data.
· Devise effective methods of information gathering, maintaining the flexibility to vary these in order to keep the project on track.
· Draw on knowledge of data protection and information compliance to review and solve / make recommendations in relation to new or difficult queries or requests.
· Understand when to escalate a problem or concern that may impact the completion of the project.



	Competency: Experience
Key tasks: 

· Experience of implementing processes that support compliance with data protection legislation.
· A good working knowledge of the General Data Protection Regulations (UK GDPR), the UK Data Protection Act 2018, and the Freedom of Information Act 2000
· Use of MS Windows packages (including Excel, SharePoint, Forms and Visio) to compile data and map processes
· Experience of managing projects to established timescales
· Experience of creating and managing document libraries and/or databases
· Experience of producing written reports, policies, procedures, and guidance



	Flexibility: To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to perform work not specifically referred to above.
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