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Job Description
Date:


February 2018
Job title:
Data Development Coordinator
Responsible to:
Head of Information Management
Status of Post:
Full-time, fixed term post 
Salary:
Salary equivalent Scale H, NJC Salary points 32 -34 (£28,485 - £30,153). Candidates will normally be appointed at the first point on the scale.
Key working relationships: Data Analyst, Head of Information Management, Research Officer, Senior Management team.
Summary of main responsibilities:

· To lead the ongoing delivery of GDPR preparedness within NICVA including supporting the establishment of appropriate data protection governance structures, the development of new policies and procedures relating to the retention, processing and disposal of information and the development of staff awareness and training.
 
· To champion Data Governance and Data Protection, increase understanding across the organisation, drive best practice and ensure compliance so that data is treated as a strategic asset for the organisation. 

· To provide external support to the Voluntary and Community Sector in Data Protection and GDPR compliance activities.  
Specific Duties:

Data Protection (Internal)
1 Conduct regular audit of data processing activities and information assets.
2 Continue the development and implementation of a data protection compliance framework including the development of associated policies and procedures. 
3 Continue the development of new data policies, procedures and training materials and provide training to staff on these. 
Data Protection (external)

1   Provide advice and guidance on legislative and regulatory matters

relating to Data Protection to the voluntary and community sector in NI.

2 Deliver workshops and training on data protection to voluntary and community sector organisations including Boards, Staff and volunteers.

3
Continue to develop tools and resources to assist organisations in their application of the GDPR eg checklists, guidance notes 

4
    Contribute to the NICVA communication channels to inform stakeholders about policies, strategies, roles, responsibilities, plans and mechanisms for data protection and data management. 

Data Governance
1 Assess data assets and quality and develop an action plan for improving informational assets including the development of an information asset risk register and risk assessment processes. 

2 Lead and develop NICVA’s Data Governance Group to encourage participation across the organisation for critical decision making about data assets. 
3 Develop NICVA’s data quality strategy to achieve and maintain data quality to support goals and objectives. 
4 Maintain and develop data processing flows register and corresponding policies and processes.
5 Contribute to the NICVA internal Marketing & Communications Group.
Other Duties

1 Maintain and develop NICVA’s work on open data. 

2 To represent NICVA on outside bodies and working groups as appropriate.

3 To undertake such other reasonable duties as NICVA may from time to time require.

4   To contribute to the promotion of NICVA.

Person Specification

Job title:
Data Development Coordinator
Qualifications and experience

Essential

1 Degree (or equivalent) in a business related/ICT discipline plus 3 years experience in a relevant business environment of providing systems support (or 5 years experience).
2 Experience of the Data Protection Act and of the implications of the GDPR regulations (May 2018).
3 Experience of data governance/data privacy principles and practice. 
4 Experience developing and documenting data structures.

5 Proficient in the use of desktop applications such as Microsoft Office and internet and email.
6 Experience of using online and social media.
Desirable

7 Experience of delivering presentations to a wide range of audiences.
8 Experience of designing and delivering training. 
Skills and competencies:

Essential
1 Understanding of information technologies and data security.

2 Ability to communicate technical information to non-data specialist staff. 
3 Ability to interpret relevant legislation and regulations.
4 Ability to deliver training and data protection workshops to the wider voluntary and community sector.
5 Ability to build good working relationships with individuals and organisations and to work effectively as a team member.
Interests and knowledge

Essential

1 Good working knowledge of information risk analysis and risk management. 


2
An interest and understanding of the voluntary and community sector in Northern Ireland.
Other requirements
Essential

1 Ability to work within the mission, vision and values of NICVA.

2 Ability to work flexible hours and to travel occasionally throughout Northern 

   Ireland as will be required by this post.

3 Committed to NICVA’s Equal Opportunities Policy.

Legal

Essential

1 To ensure the appropriate business car insurance is in place if the successful candidate claims mileage expenses and uses their own vehicle for work purposes.
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