
NI INTERCHANGE SCHEME


Ref: I/C 36/26

Hosting Proforma


    Name of Host  

    Organisation

1.  Interchange Manager’s details


             Name

     Organisation/

        Department


              Address

         Telephone                                               Fax number

             Number

               

               E-mail

Type of Opportunity

2. Details of hosting opportunity:        
Description of opportunity

	Causeway Coast & Glens Borough Council are providing a temporary opportunity to join an established Information Governance team as Information Governance Officer.  The post covers the following functions and services, in accordance with the organisational structure and the staff employed to deliver these services.
· Development and implementation of an Information Management Strategy and Framework for the Council which ensures Council compliance with a range of access to information legislation.
For further information about the post please see the full Job Description and Person Specification at Annex A and B respectively of the Hosting Proforma.    


      Main objectives of the opportunity

	The main purpose of the Information Governance Officer post is detailed below.
1.
Ensure that the department complies with all statutory and legislative requirements by adhering to these requirements and working in accordance with good governance and health and safety requirements.

2.
Ensure that all responsibilities are carried out in a timely and effective manner and that general confidentiality is maintained in all areas relating to the work of the Council.

3.
Working as part of a small  Information Governance team, the postholder will support the DPO/Information Governance Manager  in the development and implementation of an Information Management Strategy and Framework for the Council which ensures Council compliance with a range of access to information legislation such as the Freedom of Information Act 2000, the Data Protection Act 2018 (to be read in conjunction with the UK General Data Protection Regulation), and the Environmental Information Regulations 2004.  This will also include compliance with other related legislative requirements, such as the Regulatory Investigatory Powers Act 2000 and the Re-use of Public Sector Information Regulations.

4.
Assist with the development and implementation of the Corporate Records Management Strategy and Framework, with associated policies, procedures and systems, ensuring that it supports the priorities and statutory obligations of the Council.

5.
Provide operational support to the DPO/Information Governance Manager in relation to the requirements of data protection legislation.

6.
The postholder will be assigned to work closely with staff in one of the Council’s Directorates through a business partner model. The postholder will be required to be flexible in terms of the Directorates they support, ensuring Business continuity to help facilitate the efficient processing of requests for access to information and data protection issues.

7.
The Information Governance Officer will play a key role in supporting and coaching managers to embed an information risk culture and will develop and maintain key working relationships with managers in order to proactively support response to requests for information.


3.  Skills requirements

       What qualities, skills and experience is required from the individual

	Candidates must at the closing date for receipt of applications, possess:
1. A degree or equivalent level qualification in a relevant discipline, eg Public Policy, Information Governance, Legal, Business, etc.

AND

2. Be able to demonstrate, by providing personal and specific examples, at least two years’ experience in the following:

(a) Assisting in the development and implementing information strategies, policies and management procedures.
(b) Research and data analysis.
(c) Handling access to information requests under the data protection, FOI and EIR legislative regimes.
(d) Development and implementation of records management processes and procedures.
(e) Managing projects.

OR

Alternatively, consideration will be given to candidates who do not possess the required educational qualification but who can demonstrate, by providing personal and specific examples, that they have at least four years’ experience working in an office environment in the areas outlined at 2 (a) – (e) above.


4.  Personnel: Please state below

         Who will be the individual’s line manager and/or reporting officer?

	Data Protection Officer/Information Governance Manager



5.  Transfer of learning
     Please give details of how the Opportunity will benefit your organisation, the 

     individual and their organisation. 
	Individual 
· Gain practical experience in Information Governance
· Develop knowledge of UK GDPR, FOI, EIR and records management

· Build experience in handling information requests and supporting policy development

· Develop communication and leadership skills by working with different teams and managers

· Bring new knowledge and experience back to their organisation

Parent Organisation

· Benefit from the knowledge and experience gained during the placement
· Share good practice and new ways of working with colleagues

· Improved understanding of Information Governance and Data Protection requirements

· Apply relevant learning to improve existing processes and procedures

Host Organisation

· Provide additional support and capacity to the Information Governance team
· Support the processing of information requests and the daily duties surrounding the wider Information Governance job role

· Assist with polices, procedures and records management

· Share experience and knowledge with the IG team

· Support good Information Governance practice across the Council.

 


6.  Logistics

     Please provide details of the likely start date, duration, location, form of transport required, resources (i.e.; desk, PC, etc.) and funding arrangements for the opportunity.

	Start Date: As soon as suitable candidates have been identified and a release date has been agreed.
Duration:  12 months
Information Governance Officer (Temporary 12 months)
Location: Council Offices, Sheksburn House, Ballycastle however the successful candidate may be based at an alternative Council Office with prior consent.
Salary Scale: PO1 SCP 29-32 £39,862 - £42,839 per annum
Hours of Work:  37 hours per week, Monday – Friday 9.00 am – 5.00 pm (Flexi Time in operation)

Selection Process: Shortlisting will take place on the basis of the criteria detailed in the Person Specification (attached) and final selection will be by interview.

Further information:  For further information about the post please contact by email at ciara.mccloskey@causewaycoastandglens.gov.uk
Closing Date: Applications must be submitted by 5.00pm on Friday 18 September 2026 to: 

for NI Civil Service departmental staff only: secondments@hrconnect.nigov.net  

for employees from all other member organisations: interchangesecretariat@finance-ni.gov.uk 




7.  Endorsement

     Interchange Manager

	Ciara McCloskey

	02 September 2026


Signed:

Date:



ANNEX A – Job Description
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ANNEX B – Person Specification
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_________________________________________________________________________

General

Job Description No:	

Job Title:			Information Governance Officer

Grade/Salary:		PO1 (SCP 29–32) £39,862-£42,839 per annum

Directorate:			Corporate Services

Department:			Policy and Community Planning

Reports To:			Data Protection Officer/Information Governance Manager

Location:	The preferred base is the Council Offices, Sheskburn House, 7 Mary Street, Ballycastle, BT54 6QH however the successful candidate may be based at an alternative Council Office with prior consent.  When required you will be asked to work flexibly throughout the Council areas, ensuring that resources are deployed effectively and in order to respond to service priorities and to facilitate professional development.

Responsible for:	The following functions and services, in accordance with the organisational structure and the staff employed to deliver these services.

· Development and implementation of an Information Management Strategy and Framework for the Council which ensures Council compliance with a range of access to information legislation.

Work pattern:		37 hours per week, Monday – Friday

By its nature the post will require flexible working, for example, work outside normal office hours, including evening meetings and weekends as required.

Tenure:			This is a temporary post for 12 months, subject to review.




Main Purpose of Post

1. Ensure that the department complies with all statutory and legislative requirements by adhering to these requirements and working in accordance with good governance and health and safety requirements.



2. Ensure that all responsibilities are carried out in a timely and effective manner and that general confidentiality is maintained in all areas relating to the work of the Council.



3. Working as part of a small  Information Governance team, the postholder will support the DPO/Information Governance Manager  in the development and implementation of an Information Management Strategy and Framework for the Council which ensures Council compliance with a range of access to information legislation such as the Freedom of Information Act 2000, the Data Protection Act 2018 (to be read in conjunction with the UK General Data Protection Regulation), and the Environmental Information Regulations 2004.  This will also include compliance with other related legislative requirements, such as the Regulatory Investigatory Powers Act 2000 and the Re-use of Public Sector Information Regulations.



4. Assist with the development and implementation of the Corporate Records Management Strategy and Framework, with associated policies, procedures and systems, ensuring that it supports the priorities and statutory obligations of the Council.



5. Provide operational support to the DPO/Information Governance Manager in relation to the requirements of data protection legislation.



6. The postholder will be assigned to work closely with staff in one of the Council’s Directorates through a business partner model. The postholder will be required to be flexible in terms of the Directorates they support, ensuring Business continuity to help facilitate the efficient processing of requests for access to information and data protection issues.



7. The Information Governance Officer will play a key role in supporting and coaching managers to embed an information risk culture and will develop and maintain key working relationships with managers in order to proactively support response to requests for information.



MAIN DUTIES AND RESPONSIBILITIES

Information Governance

1. Be the first point of contact for staff and members of the public in relation to requests for information.



2. Provide expert advice to staff in relation to requests for information and the requirements of the information legislation more generally.



3. Co-ordinate responses to requests from members of the public for access to information under any of the access to information legislation outlined above, ensuring compliance with the requirements of the legislation.






4. Co-ordinate cross departmental requests for access to information and prepare responses.



5. Ensure the various components of information governance are considered and prioritised on a risk-based approach, to include working in co-operation with Council’s ICT Team.



6. Co-ordinate the management of complaints lodged with Council with regard to responses to access to information requests and prepare responses to requests for internal reviews as required.



7. Maintain Council’s Freedom of Information Publication Scheme and Charging Scheme in accordance with statutory requirements.



8. Promote recognition throughout the Council of all aspects of Information Governance including the development of an information governance and records management awareness programme for Councillors and Council staff.



9. Provide appropriate training when required on information governance issues for Council employees to include induction training and training on specific information governance and records management matters.



10. Create, review, publish and maintain information governance and records management policies, procedures, guidance and publicity literature for the Council.



11. Maintain and update as required the appropriate section(s) of the Council website on information governance and access to information.



12. Maintain awareness of evolving legislation, national guidance and good practice relating to Information Governance including relevant legislation, cases and guidance, and act as a key point of contact within the Council on these matters.



13. Promote a robust information risk culture within Council.



Records Management



14. Assist with the development, review and communication of corporate records management policies and procedures within Council.



15. Develop, maintain and support the implementation of a Disposal and Retention Schedule for the Council and provide assistance to staff carrying out document retention and disposal activities.



16. Support the DPO/Information Governance Manager in identifying, and reporting on, the benefits to be realised by Council in procuring and implementing an electronic record and document management system ensuring that such a project addresses the requirements needed to meet organisational, legal and the wider archival commitment, with particular focus on those records identified as needing permanent retention in an e-record environment.



17. Ensure efficient and effective liaison across Council in implementing consistent records management policies and provide appropriate professional advice on records management issues.



18. Develop appropriate programmes to ensure the conservation of the Council’s records, liaising when required with the Public Records Office NI (PRONI). 



19. Maintain awareness of evolving legislation, national guidance and good practice relating to records management, storage and preservation of Council records including relevant legislation, cases and guidance, and act as a key point of contact within the Council on these matters.



General



20. By its nature the post will require flexible working to meet the needs of the service. Attend meetings of the Council and any relevant working groups and prepare and present reports as required.



21. Act in accordance with the Code of Conduct for local Government employees.



22. Comply with and actively promote the Council’s policies and procedures, including those relating to Fair employment, Equal Opportunities, and Health, Safety and Wellbeing.



23. Undertake the duties outlined above in a way which will enhance and protect the reputation and public profile of the Council.



24. Undertake any other duties as deemed appropriate to the achievement of the purpose and function of this post.



The list of duties/responsibilities must not be considered comprehensive nor exhaustive.  They are simply a summary of the main duties/responsibilities that the post holder will be required to undertake.  No Job Description can cover every issue that may arise within the post at various times and the post holder is expected to carry out other duties from time to time which are broadly consistent with those in this Job Description.

If the post holder has any form of disability, every effort will be made to supply all the necessary employment aids, equipment or adaptations to enable him/her to perform the full duties of the job.  If, however, a certain task proves to be unachievable then job redesign will be given full consideration.
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Job Title: Information Governance Officer



		Factor

		Essential Criteria

		Desirable Criteria

		Method of Assessment



		Education / Qualifications and Experience 

		Applicants must, at the closing date for receipt of applications, possess:

1. A degree or equivalent level qualification in a relevant discipline, eg Public Policy, Information Governance, Legal, Business, etc.

AND

2. Be able to demonstrate, by providing personal and specific examples, at least two years’ experience in the following:

(a) Assisting in the development and implementing information strategies, policies and management procedures.

(b) Research and data analysis.

(c) Handling access to information requests under the data protection, FOI and EIR legislative regimes.

(d) Development and implementation of records management processes and procedures.

(e) Managing projects.

OR

Alternatively, consideration will be given to candidates who do not possess the required educational qualification but who can demonstrate, by providing personal and specific examples, that they have at least four years’ experience working in an office environment in the areas outlined at 2 (a) – (e) above.

PLUS

3. Experience in the use of Microsoft Office applications to include: Word, Excel and Outlook.

		A post graduate or equivalent level qualification in a relevant discipline, eg Public Policy, Information Governance, Legal, Business, etc.

		Application Form / Interview



		Knowledge

		· Knowledge and understanding of access to information legislation, particularly the Data Protection Act 2018, UK GDPR, Freedom of Information Act 2000 and the Environmental Information Regulations.



		

		Interview



		Behavioural Competencies



Level – 

Operational













































NOTE:



		How we manage ourselves



2.1 Managing our own work – Plans, structures and prioritises own work to achieve optimum results



2.3 Communicating with Impact – Presents a positive image by communicating effectively, being resilient and treating people fairly



How we work with others



3.2 Influencing Outcomes – Adapts style and approach to achieve effective outcomes. 



3.3 Meeting Customer Needs – Establishes the needs of customers and strives to ensure that these are met.



How we move forward



4.1 Problem Solving and Decision Making – Gathers information from a range of sources. Analyses information to identify problems and issues.  Makes effective decisions and recommendations based on resolution agreement within an environment of trust, mutual respect and co-operation.   



4.3 Achieving Results: Takes personal responsibility for making things happen. Shows motivation and perseverance in overcoming obstacles and achieving results.

Competencies will be assessed and monitored throughout the employment cycle.  Respect for diversity and equality underpins the core competencies required for the post.  Employees will be expected to treat all individuals with respect, respond sensitively to differences and encourage others to do likewise during the course of their employment with Council.



Full details of the Local Government Competency Framework can be found on the Local Government Staff Commission website at www.lgsc.org.uk



		

		Interview



		Other Circumstances (eg work evenings)



		· A full current driving licence (Category B, valid in the UK) and access to a vehicle that will enable the post holder to meet the requirements of the post OR have access to a form of transport that enables you to carry out the duties of the post.

· By its nature the post will require flexible working, for example, work outside normal office hours, including evening meetings and weekends as required.



		

		Application Form











Conditions:

· Council reserve the right to carry out testing if deemed necessary;

· Only applicants who demonstrate clearly on the application form that they have the required level of qualifications and experience will be considered for the next stage of the process;

· If there is a high response for this vacancy the desirable criteria may be applied. Clearly demonstrate on the application form if and how you meet the desirable criteria.
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