Information Governance Officer
Job Description
 
	Department
	Digital Services

	Reports to
	Director of Digital

	Location
	Remote

	Salary
	£35,000 (pro rata)

	Working Hours
	22.5 (9:30 – 14:30 5 Days a week)



About the Role
We are looking for an Information Governance Officer to support the effective delivery of data protection, records management and compliance across the organisation.
You will play a key role in ensuring regulatory requirements are met while enabling teams to use information safely, securely and confidently.
Working across services, you will provide guidance, coordination and support on information governance processes and best practice.

Key Responsibilities
Support the day-to-day operation of Information Governance processes
Maintain key registers including incidents, DSARs, FOI and DPIAs
Coordinate information rights requests and monitor deadlines.
Work with teams to gather, redact and validate information for responses
Support Data Security and Protection Toolkit (DSPT) submission
Maintain policies, procedures and IG documentation
Produce reports and management information for our Information Governance Committee.
Monitor training compliance and support awareness activity
Support records management and data quality improvement initiatives across the organisation
Assist audits and continuous improvement initiatives.

What We’re Looking For
Strong organisational skills and attention to detail
Ability to prioritise and manage multiple tasks
Experience maintaining trackers or compliance records
Strong communication and stakeholder engagement skills
Proficiency in Microsoft Office
High level of integrity and confidentiality
Proactive and accountable approach to work
Collaborative and supportive mindset
Desirable Experience
Experience in Information Governance or compliance roles
Knowledge of UK GDPR, Data Protection Act or FOI
Experience in health or social care environments
Experience supporting audits or compliance reporting
Experience of Managing DSAR requests and redaction

