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Job Title:


Information Governance Analyst

Location:


Based at any Care Inspectorate Office
Responsible to:

Information Governance Lead
Principle Working Contacts

Information Governance Team

Communications Team

Contact Centre

Intelligence Team

Legal Team

Executive Management Team

General public

Job Purpose

To support the operation and provision of the information governance function and associated data protection, freedom of information, records management, information sharing and data quality practices and processes.
To support the provision of, and from time to time, to provide advice internally and externally on information governance practices.  To support a range of solutions on issues related to the information governance function’s key processes. 
Key Accountabilities

Operational Management

· Day-to-day management of the external and internal information request process including analysing and responding to Statutory requests for information made under the Freedom of Information (Scotland) Act 2002 and Data Protection Act 2018; as well as general data sharing and other information enquiries, 
· Liaison with the Information Governance Lead, communications colleagues and directors to ensure appropriate corporate oversight of and engagement in information governance activities;
· Liaison with the Scottish Information Commissioner, UK Information Commissioner and others on matters related to the Freedom of Information (Scotland) Act 2002, Data Protection Act 2018 and relevant codes of practice to establish best practice;

· Support key projects and initiatives to ensure that Information Governance considerations are captured and addressed; 

· Monitor and improve practices and processes to reduce inefficiency and raise quality 
· Carry out your duties in accordance with our Health and Safety policies, procedures, guidance, practices and legislative requirements, taking  reasonable care for your safety and that of others who may be affected by what you do or fail to do while at work.

Relationship Management

· Develop effective working relationships with the Care Inspectorate’s directors, communications team, legal team, operational  managers and business support to ensure smooth cross function working and incorporation of Information Governance best practice;
· Maintain effective working relationships on information governance issues with external organisations as necessary, to identify best practice and ensure statutory obligations are met e.g. National Records Scotland;

· Demonstrate a commitment to the Care Inspectorate’s aims, vision, values;

· Portray a positive image of the Care Inspectorate when communicating both inside the organisation and externally.

Other Duties

This job description is a broad picture of the post at the date of preparation.  It is not an exhaustive list of all possible duties and it is recognised that jobs change and evolve over time.  Consequently, the post holder will be required to carry out any other duties to the equivalent level that are necessary to fulfil the purpose of the job and to respond positively to changing business needs. 
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