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	Job Title:
	AICD Compliance Officer

	Reporting to:
	Head of People 

	Salary:
	£23,565 - £24,991 (Pro-Rata)

	Hours:
	30 per week

	Location:
	County Durham 

	Role purpose:
	The purpose of the role is to lead on the introduction of a new Advice in County Durham website and portal. The post holder will be responsible for ongoing effective data management and maintenance of the system as well as providing training and ongoing support to referring organisations.

This is an exciting opportunity for a specialist data management professional well versed with current and emerging data protection legislation, who is looking to help improve the lives of residents in County Durham.

	
	Key Duties

	
	· Pro-actively lead on assigned actions within the project plan, ensuring that both platforms are fit for purpose, adhere to the funding guidelines and organisational values.

	
	· Conduct regular audits to ensure that the data contained within the portal is stored and maintained in line with GDPR legislation and organisational policies.

	
	· Support the AICD network members through the initial registration process to be able to safely access and utilise the portal.

	
	· Provide support to network members on issues with logging in and accessing information through the portal.

	
	· Co-ordinate and respond to any data breaches that occur within the portal.

	
	· Prepare information governance reports for the AICD board, information risk sub-committee and any other appropriate board meeting forum.

	
	· Liaise with the portal developers to ensure that the portal is maintained and updated and any issues are remedied. 

	
	· Ensure that all users of the portal sign and adhere to, the principles set out within the data sharing agreements. 

	
	· Provide initial training and regular refresher training to users of the portal on acceptable usage of the system.

	
	· Assist with the development and review of processes surrounding the system to ensure they remain within regulatory requirements.

	
	· Develop, communicate and streamline processes to ensure that the client journey is seamless.

	
	· Produce and present reports to key stakeholders on service delivery, identifying trends and patterns.

	
	· Act in accordance with the aims and principles of Citizens Advice and AICD 



Person Specification 
· Working knowledge of GDPR and the associated legislation, with experience of reviewing and implementing information governance documentation and processes.
· Experience of creating and delivering training to a broad range of stakeholders  
· Effective communication skills with the ability to analyse and interpret complex information and data to then produce and present clear reports verbally and in writing.
· A motivated self-starter with the ability to plan and prioritise work in a flexible and methodical way to meet deadlines as well as manage multiple priorities.
· The ability to adapt to rapidly changing needs and priorities without losing sight of the overall plan and priorities 
· Proficient ability in using IT systems and packages with the ability to adapt to in-house software.
· Ability to give and receive feedback objectively and sensitively and a willingness to challenge constructively. 
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