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Job Description
	Job Title: Corporate Records Officer


	POSCODE:  SNC189712


	Grade: SNC D



Overall purpose of the job

To provide efficient and effective general administration services to the Records Management and wider Information Governance services.  To assist the Corporate Records Manager to deliver external and internal document storage and archive provisions.
Main accountabilities
Please list the accountabilities in descending order of priority.  Please include 6-9 accountabilities.  
	
	Main accountabilities

	1. 
	To provide general administrative support, including: the payment of external document storage invoices; receiving and processing document recovery requests; assisting with the management of internal archive spaces; updating files; maintaining records; and dealing with records management advice and enquiries.

	2. 
	To support Information Asset Owners, gathering and distributing papers and taking minutes for the Corporate Information Governance Board meetings, gathering information and maintaining project documentation; answer general enquiries in person, by email and by telephone and record actions on the IG case management system.

	3. 
	To maintain the services’ Intranet and Internet pages ensuring completeness, timeliness and accuracy of information.

	4. 
	Ensure that office based administrative and computer systems, records, databases and project files are maintained and kept regularly updated and monitored regarding the accuracy of such information.  Set up new recording systems if necessary.

	5. 
	To provide support for the Information Governance Services team as required. To assist with the collection and collation of information for Freedom of Information (FOI) and Data Protection enquiries along with maintaining records.

	6. 
	To undertake other duties as directed from time to time consistent with the responsibilities and grading of the post.

	10.


	To demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.  


Safeguarding commitment (Include for roles involving work with children/vulnerable adults)
We are committed to safeguarding and promoting the welfare of children and young people/vulnerable adults.  We require you to understand and demonstrate this commitment.

Person Specification
Qualifications, knowledge, skills and experience
Minimum level of qualifications required for this job
	Qualifications Required
	Subject
	Essential/
Desirable

	Minimum of  2 GCSEs at Grade C or above, or equivalent.
	English and Maths
	Essential

	NVQ 3 or equivalent experience
	Records and information management
	Desirable


Minimum levels of knowledge, skills and experience required for this job
	Identify 
	Describe
	Essential/

Desirable

	Knowledge
	Understanding of Data Protection compliance
	Desirable

	
	A working knowledge of services provided by the Council
	Desirable

	Skills
	Computer literate (all applications of Microsoft Office or equivalent). 
	Essential

	
	Proficient with all IT and computerised packages relevant to the service including interrogating and inputting information and producing reports.
	Essential

	
	Good communication skills. 
	Essential

	
	High levels of accuracy and data quality.
	Essential

	
	Experience using a case management system
	Desirable

	Experience
	Experience of working in an office or library environment.
	Essential

	
	Experience of working with a wide variety of internal and external customers.
	Essential

	
	Experience in local government or other public sector environment.
	Desirable

	
	Experience of record-keeping and data entry.
	Desirable

	
	Understanding of Data Protection compliance
	Desirable

	Equal opportunities
	Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs
	


Disclosure level
	What disclosure level is required for this post?
	None
	Standard

	
	Enhanced
	Enhanced with barred list checks


Work type

	What work type does this role fit into? 
	Fixed

	Flexible
	Field
	Part flexible
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