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Job description 

Information Compliance Officer


	Department 
	Strategy & Transformation

	Service 
	Information Governance

	Grade
	F

	Reports to
	Information Compliance Manager (FOI & EIR)

	Responsible for 
	No line management

	Job reference
	10879



	Job Purpose 

	You will work as part of the Information Governance Service to ensure the council responds to statutory information requests received from the public, as well as information sharing requests from other organisations. 

These requests will mainly be requests made under Freedom of Information (FOI) and Environmental Information Regulations (EIR) legislation but may include Subject Access and other UK GDPR requests as well. 

You will have the opportunity to work flexibly, according to business need, as part of a collaborative and supportive team. You will also work closely with the council’s various departments and external stakeholders, acting as an ambassador for the Information Governance Service.

Following training and familiarisation with local business processes, you will work increasingly autonomously, taking professional responsibility for dealing with the full process of requests, from validation and engagement with the requester, through the full process of the consideration of any applicable safeguards and exemptions, to the secure provision of information. 

For FOI and EIR requests, this will include collating significant amounts of information and quickly, efficiently, and accurately applying any required exemptions, with reference to applicable legislation.  

You will receive training, support, and guidance in applying your technical knowledge to ensure fully compliant responses. 

You should be able to display excellent organisational, time-management and communication skills and an awareness of the UK’s FOI and EIR legislation and how this impacts the council. 


	Context 

	The Information Governance Service is responsible for Norfolk County Council and the Norfolk Office of Data & Analytics’ (NODA) information management and compliance, as well as incorporating Norfolk County Council’s Compliments and Complaints Service.

The Information Governance Services sits within the Insight & Analytics Directorate as part of the council’s Strategy & Transformation Department. As a central service it is critical to the success of the organisation and responsible for dealing with a significant number of largely statutory activities.

Part of the service manage the external facing operational deliverables, which includes Compliments, Complaints, UK GDPR rights requests, Freedom of Information requests, Environmental Information Regulations requests and agreed third party disclosure requests, together with several other key Information Governance Service activities. This ensures Norfolk County Council can demonstrate robust Information Governance and oversight processes and controls are in place.

The team also build and maintain relationships to provide technical Information Governance support and advice as required across Norfolk County Council and NODA. This includes all aspects of UK GDPR, the investigation and mitigation of any data breaches, records and information management and the creation, monitoring and maintaining of information and data sharing arrangements and agreements.




	Accountabilities 

	Accountable for the delivery of allocated responses to UK GDPR rights requests received by Norfolk County Council to ensure that they are processed and responded to within the statutory timescales, as well as being compliant with statutory, non-statutory and corporate responsibilities.


	Accountable for the delivery of responses to allocated Freedom of Information and Environmental Information Regulations requests received by Norfolk County Council to ensure that they are processed and responded to within the statutory timescale and are compliant with our statutory, non-statutory and corporate, responsibilities.


	Accountable for the delivery of responses to allocated third party disclosures requests received by Norfolk County Council to ensure that they are processed and responded to within the agreed timescale and are compliant statutory, non-statutory and corporate responsibilities.


	Support delivery of reporting requirements for the Information Governance Service to ensure compliance with statutory and corporate responsibilities, ensure we can demonstrate delivery of our Information Governance outcomes.


	Support sharing of service improvement opportunities across Norfolk County Council that have been identified by Information Governance to ensure that they are made available to and monitored with the relevant Service.


	Identify Smarter ways of working within the team to improve efficiency and effectiveness.




	Person Specification


	Qualifications:

	Essential
	Desirable

	Good all-round education to A level standard or equivalent.
	Degree level education or equivalent.

	
	Experience of working in a large organisation – preferably within the public sector.

	Knowledge/Experience:

	Essential 
	Desirable 

	Experience of working or studying in a setting which requires analysis and judgement.

	Experience in a data protection role.


	Knowledge of information sharing and data protection legislation.

	Experience of working with a complex legal, statutory, or regulatory framework.

	Skills:

	Essential
	Desirable

	Excellent communication skills in person, on the telephone and in writing, with the ability to express facts and opinions with clarity and confidence.

	Experience of working with emotive / highly sensitive, confidential, personal information.  

	Excellent Customer service skills.

	Good understanding of functions of Microsoft Office and Adobe Acrobat.

	Ability to work independently and with skills to investigate and solve problems.

	

	Personal emotional resilience.

	

	Ability to manage often conflicting priorities and deadlines.

	

	Ability to quickly and accurately read and process large volumes of information.

	




	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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