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Information Governance Manager
Job Description - Template
Job Details

Job Title:
Information Governance Manager
Grade:


Department:

Reporting to:

Responsible for:

Location(s):

Job Overview
The overall purpose of Informatics has been defined as to:

Enable promote and support the effective use of data, information, knowledge

and technology to support and improve health and health care delivery

Therefore, the role of Informatics is to ensure an NHS organisation has the required cost effective systems, information and technology services needed to provide excellent clinical care to its patients, in conjunction with its partners throughout the wider health community.
The Information Governance Manager will contribute to the provision of health care to the public by being the senior professional lead for the development and co-ordination of effective Information Governance within the organisation.
The Information Governance Manager will be the organisation’s professional advisor on data protection and freedom of information legislation, Caldicott requirements, as well as relevant areas of Information Security Standards BS7799 and ISO20071.

Job Purpose
The post holder is accountable for:
· Leading the development and coordination of effective Information Governance (IG) within the organisation and with partner organisations
· Managing members of staff involved in the provision of IG across the organisation
· The management of information security across the organisation
· The development, maintenance and delivery of the IG programme including information security, relevant areas of BS7799 and ISO20071, the Data Protection Act 1998, the Freedom of Information Act 2000, Caldicott requirements, Information Sharing Processes and other related legislation and guidance

· Ensuring the organisation successfully manages the risk associated with IG through Trust wide standards and compliance with those standards.

· Providing advice and guidance to members of staff and other stakeholders on IG matters
Duties and Responsibilities

Leadership

· Lead the setting up, delivery and management of the IG function 

· Lead the implementation of strategy for the organisation within the context of IG

· Promote the value and importance of effective IG throughout the organisation
· Provide expert advice and guidance to managers, health professionals and other relevant members of staff on IG

Managerial

· Manage the recruitment and selection of IG staff

· Direct, control and motivate IG staff

· Ensure that the learning, training and development of IG staff meets the current and emerging needs of the service

· Ensure that any issues of staff performance and disciplinary issues are dealt with in accordance with organisational policy

· Develop, manage and evaluate stakeholder relationships to enable the delivery of the IG
· Manage and maintain the participation of members of staff in organisation wide initiatives and requirements

Information Governance
· Develop strategies and plans to promote and develop good IG practices within the organisation
· Develop, manage and coordinate a robust IG Programme within the organisation
· Manage compliance with IG related legislation and standards
· Provide expert advice on national strategies and complex legislation affecting the IG of the organisation
· Participate on various organisational and National groups in determining and implementing national and local policies, protocols and procedures
· Lead the monitoring of information processing against agreed standards by undertaking inspections and audits of information security and confidentiality arrangements within the organisation
· Provide regular reports and communications on IG matters

· Lead the training of large groups of staff in confidentiality, information security, freedom of information and other information governance subjects
· Investigate, respond to and deal with requests for information, information notices, Freedom of Information requests and complaints
· Manage the sharing of information within the organisation and with partner organisations

· Lead reviews and advise on breaches of information security and confidentiality
· Contribute to the development of a culture of openness allowing appropriate information to flow freely

Competences

The post holder must be able to:

· Manage risks to information (Skills for Health HI1)

· Provide leadership in your area of responsibility (Management and Leadership B6)
· Ensure compliance with legal, regulatory, ethical and social requirements (Management and Leadership B8)

· Manage risk (Management and Leadership B10)

· Lead, plan and implement change (Management and Leadership C4, C5 and C6)

· Develop productive working relationships with colleagues and stakeholders (Management and Leadership D2)

· Allocate and monitor the progress and quality of work in your area of responsibility (Management and Leadership D6)

· Manage business processes (Management and Leadership F3)

· Promote an information culture (Skills for Health Gen 29)

Person Specification
	
	Essential
	Desirable
	Method of Assessment

	Qualifications
	· Degree or equivalent within an Informatics or Informatics related discipline
· Evidence of continuous professional development

	· Higher Degree

· Management qualification
· PRINCE qualified


	CV

	Personal qualities
	· Effective communicator and motivator
· Team orientated with an inclusive style
· Ability to work autonomously

· Self motivated and enthusiastic

· Creative approach to problem solving

· Enthusiastic
	
	CV, interview and references

	Experience
	· Significant experience of working in a senior management position in the Informatics arena (minimum 4 years)
· Experience of working and engaging with a variety of senior staff
· Experience of change management approaches
· Experience of project management work
	· Experience of working within the health sector


	CV, interview and references

	Skills
	· Leadership, coaching and management skills

· Excellent verbal and written communication and presentation skills

· Organisational and interpersonal skills

· Ability to lead by example and motivate teams

· Ability to analyse and assimilate information in order to make decisions
· Change management skills

· Negotiation skills
· Influencing skills
· Ability to respond to diverse demands and expectations
	 
	CV, interview and references

	Knowledge
	· Knowledge of Information systems within organisations
· Knowledge of the IT function

· Knowledge of change management approaches 
· Knowledge of Information Governance
· Knowledge of risk appraisal and management of risk
	· Knowledge of Information systems within the healthcare settings

	CV and interview


� Taken from the Functional Map for Health Informatics (Skills for Health 2004).


� The competences listed here are based on National Occupational Standards (NOS) produced by e-skills, Skills for Health and The Management Standards Centre.  The detail of these NOS may be found at � HYPERLINK "http://www.skillsforhealth.org.uk/page/competences" ��www.skillsforhealth.org.uk/page/competences�
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