Transport for London -e-

Job title Information Governance Support (previously called Privacy Support)

Reporting to

e Head of Information Governance (51142545)
(position number)

Hay score [ Pay Band Hay score: 203 / Pay Band: 1

Job Purpose ﬂ

The Job Holder is responsible for providing efficient and effective administrative support to the Information Governance
management team, managing the office environment and acting as an initial point of contact for enquirers and visitors
interacting with Information Governance.

Key accountabilities ﬂ

1. Provide efficient general administrative support to the Information Governance management team (eg arranging
meetings; formatting and printing documents; booking training, travel and accommodation arrangements; etc).

2. Manage the office environment to maintain a safe and efficient working environment for Information Governance
colleagues (ie process and scan incoming post; order stationery and equipment; liaise with the Facilities Helpdesk, IM
Service Desk, building reception and security; etc).

3. Act as an initial point of contact for internal and external enquirers and visitors (ie answering the telephone and greeting
visitors who are attending meetings with Information Governance colleagues).

4. Monitor shared email inboxes (eg ensuring that queries are allocated or escalated in a timely manner); help to maintain
relevant spreadsheets and databases used to log casework (eg FOI requests, personal data breaches, complaints) and
statistics (eg eLearning completions and web page hits).

5. Support purchasing and procurement activities (raise SAP shopping carts and purchase orders; process invoices; liaise
with the TfL Financial Service Centre; TfL Commercial and external suppliers of goods or services; etc).

6. Provide basic guidance to internal and external enquirers regarding relevant Information Governance business
processes (including how statutory information access requests are processed), where necessary directing them to
appropriate guidance published on TfL's Intranet or external website.

This job description takes account of the primary factors but recognises there may be an number of items required to
fulfil the role, but which are not required to be detailed.
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Financial Impact

1. Ensuring that Purchase Orders are raised (and associated invoices paid) in an accurate and timely manner.

2. Securing best value for TfL when ordering stationery or equipment on behalf of Information Governance.

Key interfaces

Internal: other colleagues within Information Governance; colleagues (up to the level of Director) who may be contacting
Information Governance to obtain advice and guidance on compliance issues; colleagues in IM and Facilities responsible
for logging and resolving issues with IT or the working environment; Accounts Payable and other colleagues in Finance
responsible for processing purchase orders and invoices; VCS Travel.

External: customers, other external stakeholders and members of the public; prospective/current suppliers and service
providers; individuals contacting Information Governance from law firms, the police, local authorities and government
departments/agencies.

Knowledge

1. TfL’s organisational and functional structure, including its various modes and subsidiaries.
2. Relevant IT systems (including Adobe Acrobat and MS Office).
3. The principles of good information and records management.

4. A basic awareness of TfL's information governance policies and Freedom of Information/data protection legislation.

Skills

1. Excellent IT and administrative skills.

2. Good verbal and written communication skills, including the ability to draft accurate, concise and well structured
correspondence.

3. Ability to assimilate information quickly and explain business processes to colleagues and external stakeholders in a
clear and articulate manner.

4. Ability to manage/prioritise a large and varied workload; and meet challenging deadlines.

This job description takes account of the primary factors but recognises there may be an number of items required to
fulfil the role, but which are not required to be detailed.
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Experience

1. Providing administrative support to colleagues within a customer services, legal or information governance environment.
2. Contributing to the maintenance of efficient IT/administrative systems and a well managed working environment.
3. Building positive working relationships within a team and liaising with a diverse range of internal/external stakeholders.

4. Setting and adjusting multiple priorities with limited supervision.

Our I5 competencies are the generic skills, including interpersonal skills and knowledge need to perform well
in a role, but not all of these will be applicable. Based on the requirements of the role, please indicate those
competencies that are most relevant (6 - 8 max) and the level required ( A-E).

Refer to the Competency Briefing Note for Line Managers for further information and the Competency Framework
to determine the competencies and levels to be included.

Results focus

Building capability |_| Communications and influence lTl A
Responsiveness IT' A Stakeholder management |_|
Customer service orientation lTl A Planning and organisation lTl A
Strategic thinking I_l Commercial thinking I_l
Problem solving and decision making l_l Safety awareness IT' A
Organisational awareness lTl A Managing business performance |_|
Change and innovation |_| Team leadership |_|
[ ]

HEALTH & SAFETY STATEMENT

All employees have a general duty in law to take reasonable care for the health and safety of themselves and of other
persons who may be affected by their acts or omissions.

All employees must understand and be committed to Transport for London’s Health and Safety Policy statement and the
Company’s safety priorities and be aware of their contribution to such priorities. Al employees must also be aware of and
comply with all current health and safety legislation and other Company requirements that are relevant to their role.

EQUALITY STATEMENT

Transport for London values the diversity which exists in our city, and our aspiration is to reflect this diversity in our
workforce. All employees must be aware of and committed to the Equality Policy Statement of Transport for London. All
employees must also be aware of and comply with other Company requirements associated with Equality and Diversity
issues relevant to their role.

CRIME & DISORDER STATEMENT

It is a statutory requirement for all departments tin TfL to follow Section |7 of the Crime and Disorder Act 1998. Section 17
requires authorities to consider the likely affect on crime and disorder and community safety in all that they do, and take
action to prevent crime and disorder, substance misuse, anti-social behaviour and behaviour that adversely affects the
environment. Tfl has voluntarily been committed to following Section I7 since 2006, but we must all make sure that it is
considered in decision making, policies and procedures in the same way that equality and health and safety are.

This job description takes account of the primary factors but recognises there may be an number of items required to
fulfil the role, but which are not required to be detailed.
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ADDITIONAL INFORMATION AND/OR ADDENDUM

This job description takes account of the primary factors but recognises there may be an number of items required to
fulfil the role, but which are not required to be detailed.
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