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PERSON SPECIFICATION

	Job Title: Information Governance Support Officer (Band 5)

	Criteria
	How Tested

	Qualifications
	Essential

(
	Desirable

(
	Application

(
	Interview

(
	Presentation

(

	Degree level or equivalent experience
	(
	
	(
	
	

	Evidence of continuous professional development
	(
	
	(
	
	

	Data Protection professional qualification
	
	(
	(
	
	

	Knowledge
	
	
	
	
	

	Knowledge and understanding in the principles of the DPA, GDPR, FOIA and PECR 
	(
	
	(
	(
	(

	Knowledge of data protection within an NHS Wales environment
	
	(
	(
	
	

	Knowledge in the areas of Caldicott Principles, information sharing agreements, Data Protection Impact Assessments, information security, and data protection considerations regarding clinical research and service evaluations 
	(
	
	(
	(
	(

	Knowledge of data protection that is adaptable to all environments, such as office locations as well as an individual’s home, to fulfil the varying needs of Health Board staff
	(
	
	(
	(
	

	Understanding of the crossover between Information Governance and Cyber Security
	
	(
	(
	(
	

	Knowledge of risk management processes
	
	(
	(
	
	

	Knowledge of Health and Care Standards
	
	(
	(
	
	

	Experience
	
	
	
	
	

	Previous information governance experience
	(
	
	(
	(
	(

	Previous information/cyber security experience
	
	(
	(
	(
	

	Previous experience of report preparation and delivery
	(
	
	(
	(
	

	Previous experience of working within the NHS or other healthcare setting
	
	(
	(
	
	

	Previous experience of taking minutes
	
	(
	(
	
	

	Previous experience of risk assessment
	
	(
	(
	(
	

	Previous experience of dealing with complex and confidential issues
	(
	
	(
	(
	

	Previous experience of working with contractual documents
	
	(
	(
	(
	

	Previous experience of supporting information governance matters at a national level
	
	(
	(
	(
	

	Aptitude & Abilities
	
	
	
	
	

	Communication and Accuracy:

· Ability to communicate well with all levels of staff and occasionally patients and external organisations on a face-to-face basis, via e-mail and over the telephone

· Excellent oral, numerical and written skills

· Ability to communicate in a diplomatic manner
	(
	
	(
	(
	(

	Analytical and Judgement Skills:

· Ability to make decisions in accordance with agreed departmental protocols
· Ability to work to agreed timescales
· Ability to analyse and interpret complex information

· Ability to understand when queries need escalation to more senior staff
	(
	
	(
	(
	

	Planning and Organisational Skills – ability to facilitate the smooth running of the IG Dept
	(
	
	(
	(
	

	Professional Development – willingness and ability to learn new facts and put them into practice
	(
	
	(
	(
	

	Microsoft Office skills – Word, Excel, PowerPoint, Outlook. Teams
	(
	
	(
	
	

	Ability to work both autonomously and also as part of a team
	(
	
	(
	(
	

	Other computer skills – Database updating and web page maintenance
	
	(
	(
	
	

	Experience of using Datix management system
	
	(
	(
	
	

	Project management skills
	
	(
	(
	
	

	Ability to speak Welsh
	
	(
	(
	
	

	Personal Attributes and Values
	
	
	
	
	

	Smart appearance, combined with ability to maintain a tidy, organised workspace
	(
	
	
	(
	

	Ability to work in a busy, sometimes stressful environment, and to deal with interruptions and changing priorities
	(
	
	
	(
	

	Professional and confident manner
	(
	
	
	(
	

	Self-motivated, dynamic and flexible
	(
	
	
	(
	(

	Ability to deal positively with difficult situations e.g. verbal abuse from patients / staff on an occasional basis
	(
	
	(
	(
	

	Commitment to embedding excellent information governance into all levels of staff and the Organisation as a whole
	(
	
	(
	(
	(

	Ability to drive within SBUHB’s geographical area
	· 
	
	(
	
	

	Ability to work from home when required by the service/government and maintain confidentiality at all times
	· 
	
	(
	(
	


