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Designation: Information Governance Officer 
Grade: Stroud 5 to Stroud 6 (depending on experience) 
Responsible to: Senior Policy & Governance Officer  
Service Area: Corporate Policy & Governance 
Post Number:  

 

ESSENTIAL CRITERIA  

QUALIFICATIONS  
 
Stroud 5 

 Good general education with at least 5 GCSEs grades C or above including Maths and 
English or be able to demonstrate equivalent knowledge or experience in an 
Information Governance role or similar. 

 
Stroud 6 

 Educated to degree level or be able to demonstrate equivalent knowledge, applied 
skills and aptitude, or detailed experience in an Information Governance role. 

 
EXPERIENCE  
 
Stroud 5 

 

 Experience of, or a good working knowledge, of the various information governance 
regimes. 

 Some experience in the development of information governance policies. 
 Some experience in working collaboratively with wider teams to monitor, analyse and 

deliver improvements.  

 Experience in developing and maintaining positive relationships effectively both 
internally and externally with a range of stakeholders. 

 Experience in Strategy development on information governance compliant with 
information legislation. 

 Experience and knowledge of all aspects of information governance, records 
management, retention, investigating complaints on breaches of confidentiality to 
ensure compliance with GDPR and Data Protection legislation and mitigating risks. 

 
Stroud 6 

 Experience of, or a good working knowledge, of the various information governance 
regimes. 

 Detailed experience in the development and implementation of information governance 
policies. 

 Experience of working in a local government environment and an understanding of 

 the services they offer 
 Experience in working collaboratively with wider teams to monitor, analyse and deliver 

improvements.  

 Experience in developing and maintaining positive relationships effectively both 
internally and externally with a range of stakeholders at different levels. 

 Experience in Strategy development on information governance compliant with 
information legislation. 

 Detailed experience and knowledge of all aspects of information governance, records 
management, retention, investigating complaints on breaches of confidentiality to 
ensure compliance with GDPR and Data Protection legislation and mitigating risks. 

 
SKILLS & KNOWLEDGE 
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Stroud 5 
Able to meet the following competencies set out in the council’s competency framework: 

 Effective Communication and Positive Influencing Skills 

 Delivering the Best Service to Customers and Supporting Continuous Change 

 Problem Solving and Effective Working    
 

And in addition, the following: 
 Ability to work independently, managing own workloads and deadlines 
 Good organisation skills and able to deliver to timescales  
 Good literacy and communication skills  
 To use own initiative to complete tasks 

 Good administration skills 

 Exceptional Customer service skills 

 Numeracy skills 

 Excellent IT skills 

 Attention to detail, accuracy  

 Strong organisational skills and that ability to multi task. 
 
Stroud 6 
Able to meet the following competencies set out in the council’s competency framework: 

 Effective Communication and Positive Influencing Skills 

 Delivering the Best Service to Customers and Supporting Continuous Change 

 Problem Solving and Effective Working    
 

And in addition, the following: 
 Ability to work unsupervised and manage workloads and deadlines for several tasks 

simultaneously 
 Excellent organisation skills and able to deliver to tight timescales  
 Excellent literacy, communication, and presentation skills  
 Ability to build and maintain strong relationships with partners, operational teams, and 

service support teams 

 Develop mechanisms and systems to promote joint working 

 Have experience of presenting complex information in a simple way 

 Promote a climate of high performance and quality standards, continual improvement, 
and value for money 

 Attention to detail, accuracy  
 
PERSONAL ATTRIBUTES 
 
Able to meet the following competencies set out in the council’s competency framework: 

 Shaping Supporting and Delivering the Objectives and Priorities of the Council 

 People and Team Working  

 Accountability 

 Proficient communication  

 Focus on Improvement 
 

And in addition, the following: 
 Able to work effectively under pressure and in challenging circumstances 

 Respectful positive and professional 

 Confident, independent, and proactive 

 Ability to delegate and empower others 

 Possess an ability to creatively problem solve issues 

 Excellent communication skills with the ability to communicate at all levels with a wide 

 range of audiences 

 Excellent attention to detail 

 The ability to work effectively as part of a team 
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 The ability to work across service areas 

 Organised, accurate and well prepared 

 Ability to build good working relationships across services 
 
OTHER 

 Committed to working for an employer that values diversity and equality of opportunity  
 
 

DESIRABLE CRITERIA  

QUALIFICATIONS  

No qualification required 
 
 
EXPERIENCE 

 

 Knowledge of local government an advantage but not essential 

 Previous experience within an Information Governance role or similar  
 

SKILLS & KNOWLEDGE 
 

 Knowledge of relevant information governance legislation and requirements would be 
preferred but is not essential 

 

 

CORE COMPETENCIES  

1. Effective Communication  

You will be able to communicate clearly and effectively with a diverse range of people.  

You can vary you communication dependant to your customer, using effective listening 

with the ability to persuade and influence where appropriate. 

 

2. Customer Focus 

You are able to deliver the highest quality of service to our customers, both internal 

and external.  

You will strive to deliver a consistently high quality service, with commitment o 

understanding and meeting their needs, inline with policies. 

 

3. Working Together 

You will be able to work co-operatively with colleagues and partners to achieve results 

and develop good working relationships. 

You will be able to focus on the development of yourself and colleagues in order to 

enhance performance, motivation and ability to change.  

 

4. Innovating 

You will be able to seek better, more effective ways of delivering services.  

 

5. Accepting Change  
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You will be able to adapt to new work challenges and situations, adopting a positive 

attitude to change. 

 

6. Supporting the delivery of SDC priorities  

You will be able to demonstrate an understanding of and commitment to the Council 

and its Services.  

You will be able to demonstrate how your work supports and meets the needs of the 

service.  

 

Outer layers of the competency framework apply with Management and Leadership 

roles.   

 

 

https://www.stroud.gov.uk/media/2403/managerial-and-generic-competency-framework.pdf

