PERSON SPECIFICATION

Job Title:      Information Governance Manager
Service:        Central Services

	
ATTRIBUTE

	
ESSENTIAL
	
DESIRABLE

	
Qualifications

	
· Educated to degree level or equivalent
	
· Relevant professional business qualification in the field of information governance


	
Work 
Experience

	· Experience of managing an information governance function.  
· Experience in policy development, in particular relating to Data Protection and Information Governance matters.
· Experience of Microsoft Office applications, for example, Word, Outlook, PowerPoint, and Excel
	
· Experience of working in Local Government



	 




 


	
Personal skills


	
· Ability to think strategically
· Ability to influence at senior levels
· Excellent written and verbal communication skills such as those required to explain complex concepts in simpler terms and effectively and deliver presentations to a range of audiences and the demonstrable ability to communicate with employees at all levels, service users, elected members and partners
· Well organised with ability to prioritise quickly and effectively to meet timescales and tight  deadlines
· Ability to work flexibly on own initiative or in teams, to overcome obstacles and barriers to progress, and make the most of existing resources
· IT literate and able to use a variety of online, social media and other software tools
· Ability to work effectively as part of a team
	
· Project management skills


	Knowledge
	· High-level knowledge of theory and practical application of relevant statutory and regulatory information governance regimes including the Data Protection Act 2018, UK GDPR, the Freedom of Information Act 2000 and the Environmental Information Regulations 2004
	

	
Attitude

	
· enthusiastic, positive, reliable, out-going, confident, conscientious, flexible
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