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	Job Title:
	Senior Information Access Officer (JD124) 

	Role Level:
	Senior Deliverer

	Job Purpose
	To ensure the Commission has in place robust policies and procedures to maintain compliance with information governance arrangements, particularly, those relating to information legislation, such as the Data Protection Act 2018 (DPA); the Environmental Information Regulations 2004 (EIR); the Freedom of Information Act 2000 (FOIA) and the Re-use of Public Sector Information Regulations 2005 (RPSIR) and related best practice guidance.  

To provide advice, guidance and training, as necessary, to enable the Commission to operate these policies and procedures.  To manage the Commission’s statutory information requests and support the Information Governance Officers who are responsible for co-ordinating responses to these requests.

	Accountabilities
	· To lead on the development, implementation and maintenance of policies, procedures and other arrangements within the team and the Commission to ensure a robust system of information governance.
· To develop and maintain the Commission’s FOIA Publication Scheme and ensure the scheme reflects current legislation and guidance.

· To liaise with colleagues at all levels across the Commission and externally in order to raise the profile of the team and to further the full consideration and implementation of information governance arrangements within all relevant work programmes.

· To provide technical advice, guidance and training to all CQC staff on information governance matters in line with corporate policy and legal requirements and escalate matters to the Information Governance Manager when appropriate.

· To oversee the provision of ad hoc and scheduled training programmes to ensure that staff understand their responsibilities in relation to information governance legislation and best practice guidance.

· To manage the Commission’s responses to statutory requests for information and be the escalation point for complex requests. Take decisions (with legal and other advice where appropriate) in relation to the processing and disclosure of information.  To carry out internal reviews and deal with appeals/complaints to the Information Commissioner’s Office (ICO).

· To provide ad hoc and scheduled reporting on the Commission’s performance under statutory information access regimes as determined by the Information Governance Manager, and to ensure a full audit trail (including archiving requirements) of requests, internal reviews and ICO appeals/complaints are maintained by all members of the information governance team and affected staff.

· To maintain a good specialist knowledge of the law and good practice relating to information governance, and proactively identify implications of changes for the organisation and the information governance team.  To lead on actions necessary as a result of changes to statutory information access regimes.
· To carry out any other duties or deputise for the Information Governance Manager, including attending meetings on his/her behalf.
· Have the appropriate knowledge, skills and experience to actively promote diversity and equality of opportunity, treat everyone with dignity and respect and avoid unlawful discrimination.

	Specific skills and experience
	· Undergraduate degree (preferably in law) or equivalent work experience.

· ISEB Certificate in Data Protection or Freedom of Information (desirable).

· At least two year’s experience of understanding and interpreting legislation and guidance.

· At least two year’s experience of analysing complex problems and developing workable solutions.

· At least two year’s experience of originating, developing and implementing administration and governance arrangements.

· Experience of managing operational and development work.

· Excellent written and verbal communication skills.

· Excellent customer service skills with the ability to deal with challenging situations and individuals.

· Excellent analytical skills.

· Ability to work in multidisciplinary teams, providing advice in collaboration with others.

· IT literate with good knowledge of Microsoft packages such as Excel, PowerPoint and Word.

· Good project management skills.

· Detailed knowledge of the FOIA, DPA and related legislation and guidance.

· Knowledge of the EIR and RPSIR and related legislation and guidance.

· Knowledge of information security (desirable).

	Competencies

Adaptability and Learning

· Delivers changes required, questioning constructively to improve; understanding what learning is needed and pursues it, managing own development.

· Reflects and learns from experiences, responding flexibly to deliver projects and initiatives.

· Embraces change and promotes it to others managing both personal and team development to meet changing priorities.
Energy and initiative

· Listens to objections, suggesting creative workarounds to overcome setbacks.

· Drives to deliver, overcoming resistance through negotiation to deliver objectives.

· Maintains energy levels to exceed standards, never ceasing to act as an ambassador for CQC.

Collaborative working

· Drives planning to ensure timely engagement and effective use of resources.

· Leads effective information sharing and facilitating collaborating between stakeholders, even when opinions are divergent.

· Respects diversity including that of experience, knowledge, specialist knowledge and seeks out opportunity for partnership.

Taking Ownership

· Takes responsibility to ensure that individuals and team delivery, enabling and influencing others to deliver to timescales.

· Demonstrates consistent behaviour, is fair in decision making and clearly and confidently communicates, even under pressure.

· Strives to achieve high standards fulfilling commitments challenging accepted thinking.

Continuous Improvement

· Systematically looks for ways to improve delivery and quality whilst maintaining service levels.

· Acts as an expert on policies and procedures and applies them to the team and the work activities.

· Leads and shares best practice setting standards of excellence and challenging performance standards with constructive feedback.

· Follows clear structures and processes to ensure quality of deliverables.

Decision making

· Evaluates and interprets data to assess relevant detail and evidence in decision making.

· Makes sound judgement, based on a variety of information, thinking laterally and creatively encouraging others to do the same.

· Engage experts to inform and improve decision making, seeking guidance to support decisions.

Managing work

· Manages workflow by adapting systems and methods to improve performance.

· Manages risk without unreasonably impacting performance or customer service. 

· Set realistic but challenging timescales for self and others, plans well and delivers on time.

Enabling individual and team success

· Builds the reputation of the team with stakeholders, shaping interactions to help individuals grow and learn.

· Recognises and celebrates success of others, provides honest and constructive feedback about unacceptable performance.

· Promotes collaborative working across CQC and with its stakeholders, building relationships based on trust.

· Inspires others employing a variety of techniques to embrace diversity.

Leading delivery

· Demonstrates awareness the need for efficiency and resource saving, providing feedback on performance honestly.

· Helps colleagues understand performance, setting realistic, yet stretching targets.

· Seeks to delegate.
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