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Information Governance Assistant
Job Description - Template
Job Details

Job Title:
Information Governance Assistant

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 Assistant will provide technical and administrative support to the Information Governance Manager.  This will include participation in meetings, training and dissemination events for all levels of staff and external partners and agencies.  
The post holder will also be expected to carry out a significant administration role in terms of organising and managing meetings and training events and preparing suitable materials to support these events.
Duties and Responsibilities

· Assist and support the Information Governance Officer and Information Governance Manager in all matters relating to Information Governance, e.g. data protection and freedom of information legislation and information security.

· Assist and support the Information Governance Manager and Information Governance Officer in the delivery of the Information Governance training programme.

· Assist the Information Governance Manager and Information Governance Officer when undertaking audits.  

· Communicate with organisation staff in order to organise meetings, for example, meetings of the Information Governance Group.  

· Communicate with partner agencies and regulatory authorities, in order to arrange meetings and to process Freedom of Information requests.

· Communicate very basic advice to members of staff referring to supervisor when anything other than basic advice is required. 

· Communicate effectively with all staff, patient, families or members of the general public who may be occasionally verbally aggressive.

· Provide general administrative and clerical support to the department, using advanced keyboard skills and various complex IT applications. 

· Manage the diary of the Information Governance Manager

· Maintain electronic and paper filing systems, for example the Freedom of Information Database and Incident Database

· Maintain appropriate levels of consumables for the department.

· Take, transcribe and circulate formal minutes of the Information Governance Group and notes, minutes and agendas for other meetings including those held with partner agencies.

· Organise and assist in planning awareness sessions and formal training sessions, for all staff on a organisation wide basis, in respect of Data Protection, Caldicott, Freedom of Information and other information governance related topics.

· Assist with the development of audio/visual training material.

· Liaise with the Training Department when required.

General

· Deal with unpredictable work patterns because of changes in demand for information.

· Be responsible for self development through experience, reflective practice, professional support and independent research and reading.  Maintain a personal portfolio for recording development.

· Undertake other relevant duties as agreed by the Information Governance Manager.

· Execute duties based on interpretation of the requirements of the role, initiating action in accordance with organisation policies and procedures, guidance to be sought as required.

Competence

The post holder will be responsible for limiting their actions to those which they feel competent to undertake.  If they have any doubts about their competence during the course of their duties they should immediately speak to their line manager/supervisor.

Supervision
Where the appropriate professional organisation details a requirement in relation to supervision, it is the responsibility of the post holder to ensure compliance with this requirement.  If they are in any doubt about the existence of such a requirement speak to their manager/supervisor.

Records management

As an employee of organisation, the post holder is legally responsible for all records that they gather, create or use as part of their work within the organisation (including patient health, financial, personal and administrative), whether paper based or on computer. All such records are considered public records, and the post holder has a legal duty of confidence to service users (even after an employee has left the organisation). The post holder should consult their manager if they have any doubt as to the correct management of records with which they work.

Confidentiality

All employees of the organisation are required to maintain the confidentiality of members of the public (patients, well women and service users etc.) and members of staff in accordance with organisation policies.

Flexibility statement

The content of this Job Description represents an outline of the post only and is therefore not a precise catalogue of duties and responsibilities.  The Job Description is therefore intended to be flexible and is subject to review and amendment in the light of changing circumstances, following consultation with the post holder.

Person Specification
	
	Essential
	Desirable
	Method of Assessment

	Education/Qualifications
	Education to degree level or equivalent management experience

Evidence of continuous professional development


	
	Application form

	Personal qualities
	Strong leadership skills
Able to work under own initiative and adaptable to flexible working requirements

Good communicator at all levels

Attention to detail
Capable of understanding wider objectives of the service


	
	Interview

	Experience
	Previous experience in information governance in an NHS setting
	
	Application form and interview

	Skills and knowledge
	IT skills

Presentation skills


	
	Application form and interview


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