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PERSON SPECIFICATION

	Job Title: Information Governance Assurance Officer (Band 6)

	Criteria
	How Tested

	Qualifications
	Essential

(
	Desirable

(
	Application

(
	Interview

(
	Presentation

(

	Degree level or equivalent management experience
	(
	
	(
	
	

	Evidence of continuous professional development
	(
	
	(
	
	

	Data Protection professional qualification
	(
	
	(
	
	

	Knowledge
	
	
	
	
	

	Expert knowledge and understanding in the principles of the DPA, GDPR, FOIA and NHS Code of Confidentiality, or a willingness to study for a certificated course and the ability to pass the examination
	(
	
	(
	(
	(

	Expert knowledge in the areas of Caldicott, patient confidentiality, WASPI and information sharing, privacy notices, Data Protection Impact Assessments and information security, or a willingness to study for a certificated course and the ability to pass the examination
	(
	
	(
	(
	(

	Knowledge of risk management processes
	
	(
	(
	
	

	Knowledge of Health and Care Standards
	
	(
	(
	
	

	Experience
	
	
	
	
	

	Previous information governance experience
	(
	
	(
	(
	(

	Previous information/IT security experience
	
	(
	(
	(
	(

	Previous breach/complaint management experience
	(
	
	(
	(
	(

	Previous Data Protection Impact Assessment support & approval experience
	(
	
	(
	(
	(

	Previous auditing experience
	
	(
	(
	(
	

	Previous project management experience
	
	(
	(
	
	

	Previous experience of report preparation and delivery
	(
	
	(
	(
	

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

	Successful change management and negotiation experience
	
	(
	(
	(
	

	Previous experience of risk assessment
	
	(
	(
	(
	

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

	Experience of using Datix system
	
	(
	(
	
	

	Aptitude & Abilities
	
	
	
	
	

	Communication and Accuracy:

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

· Excellent oral, numerical and written skills
	(
	
	(
	(
	(

	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
	(
	
	(
	(
	

	Planning and Organisational Skills – Excellent time management skills, with the ability to re-prioritise as necessary in a changing environment, meeting agreed timescales
	(
	
	(
	(
	

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

	Microsoft 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, SharePoint
	
	(
	(
	
	

	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 proactive
	(
	
	(
	(
	(

	Adaptable and flexible to meet any changing service needs with enthusiasm
	(
	
	(
	(
	(

	Highly confidential at all times
	(
	
	(
	(
	

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

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

	Ability to work effectively at home or away from agreed base but still within SBU’s estate
	(
	
	(
	
	

	Ability to drive within SBU’s geographical area
	(
	
	(
	
	


