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Job Description
Information Access Officer

	Service:
	Governance Services
	Location
	County Hall Preston

	Establishment or Team 
	Information Governance Team
	Post Number
	 E-095-0006

	Reports to: Information Governance Manager

	Grade
	7
	Staff responsibility
	No
	Essential car user
	No



	Job Purpose

	To provide support services, at a level commensurate with accountabilities and responsibilities set
out in the grade profile, in any of the service areas of information governance.

To satisfy requests for information under the provisions of the Freedom of Information Act 2000
and the Environmental Information Regulations 2004 and to manage requests for personal data
under the provisions of the General Data Protection Regulation (GDPR) /DPA (2018).



	Accountabilities/Responsibilities

	
· Manage requests for information under the provisions of the Freedom of Information Act 2000 and the Environmental Information Regulations 2004
· Manage requests for personal data under the provisions of the UK General Data Protection Regulation and Data Protection Act 2018
· Provide advice and assistance to council employees with regards to all aspects of data protection legislation (UK GDPR/DPA/DUAA), FOI and EIR
· Ensure awareness remains current and in line with legislative updates and best practice


	Other
The post holder is expected to carry out their duties and responsibilities in accordance with Lancashire County Councils' Policies, Procedures and Code of Conduct
The post holder will be handling personal, sensitive and confidential information

	
· Equal Opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 

· Health and safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 

· Customer Focused
We put our customers' needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.


	Our Values

	
We expect all our employees to demonstrate and promote our values:

· Supportive
We are supportive of our customers and colleagues, recognising their contributions and making the best of their strengths to enable our communities to flourish.

· Innovative
We deliver the best services we possibly can, always looking for creative ways to do things better, putting the customer at the heart of our thinking, and being ambitious and focused on how we can deliver the best services now and in the future.

· Respectful
We treat colleagues, customers and partners with respect, listening to their views, empathising and valuing their diverse needs and perspectives, to be fair, open and honest in all that we do.

· Collaborative
We listen to, engage with, learn from and work with colleagues, partners and customers to help achieve the best outcomes for everyone.




	

Person Specification
Information Access Officer (Grade 7)



Your ability to meet the job requirements will initially be assessed by the information provided on your application but further assessment will be undertaken at interview and, in some cases, by using other types of assessment(s).

	Post Title: Information Access Officer
	Grade: 7

	Service: Governance Services
	Post Number: E095-0006

	Establishment or Team: Information Governance Team

	Requirements 
	Essential (E) or Desirable (D)
	To be identified by application form (AF), Interview (I), Test (T) or other (give details)

	Qualifications

· 4 GCSEs A-C, including English Language or equivalent academic qualification
· Formal Data Protection and/or FOI Qualifications
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	Experience

· Experience of working in an Information Governance or compliance role. 
 
· Experience of maintaining detailed records within an information governance or compliance setting.

· Excellent organisational and time management skills.

· Experience of working closely with data protection legislation (UK GDPR/DPA (2018) Freedom of Information Act, Environmental Information Regulations and associated legislation, including the handling of requests.


· Experience of analysing and interpreting complex information.
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	Knowledge and Skills

· Good general political awareness, with experience of working within or alongside a political organisation or environment.


· Ability to communicate effectively both with internal and external contacts and in general orally and in writing

· Ability to apply a methodical approach to planning and carrying out work.

·  Ability to work accurately and with attention to detail under pressure and to deadlines.

· General awareness of Data Protection, Freedom of Information and Environmental Information legislation.

·  Ability to provide effective advice and to exercise discretion at all times.

·  Ability to work without detailed supervision.
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	Other (including special requirements)

· Commitment to equality and diversity

· Commitment to health and safety

· Display the LCC values and behaviours at all times and actively promote them in others

· Commitment to Information Governance
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	Date: April 2026

	Note: We will always consider your references before confirming a job offer in writing.
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