SCOTTISH ENVIRONMENT PROTECTION AGENCY

GENERIC JOB SUMMARY
A
JOB IDENTIFICATION

	JOB TITLE


	Information Coordinator

	REPORTS TO


	Information Governance Manager

	PORTFOLIO

	Office of the Chief Executive

	UNIT OR TEAM
	Information Governance Team

	LOCATION(S)                            


	Flexible (but regular attendance in the Central Belt will be required)


B.  
MAIN PURPOSE OF THE JOB

	To manage all information enquiries to SEPA including those of a cross-portfolio nature.  
To ensure response times are met and high quality responses are provided which meet the requirements of legislation at all times.  
To provide support and training in enquiry handling to SEPA staff.




C.  
KEY AREAS OF RESPONSIBILITY

	Key Areas of Responsibility


	Time (%)

	· To review and analyse complex requests including for the Freedom of Information (Scotland) Act 2002, Environmental Information (Scotland) Regulations 2004, Re-use of Public Sector Information Regulations 2015,and ensure allocation to the most appropriate colleague(s) and function(s) for response.  To review information enquiries and facilitate major cross-departmental enquiries.

· To continue to develop SEPA’s enquiry management system to ensure that it is effective, efficient and meets changing business needs

· To provide general advice and support to staff and enquirers and provide training in Freedom of Information (Scotland) Act 2002, Environmental Information (Scotland) Regulations 2004, Re-use of Public Sector Information Regulations 2015, and other information related legislation to SEPA staff

· To maintain and update contact lists for all information enquiries including the detailed analysis of where information may be available

· To call meetings of exemptions group and advise enquirer of outcomes

· To ensure SEPA’s Publication Scheme is up-to-date and compliant and to seek to continually add to and improve the Scheme

· To provide management reports for the Board, Agency Management Team (AMT), Chief Officers, Governance Management Team and others as required.
· To liaise with SEPA Contact Centre colleagues on an ongoing basis to provide high quality protocols, advice and guidance.

· To liaise with Communications colleagues to ensure that they are advised of all potentially sensitive enquiries.

· To ensure best practice adopted at all times.
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D.  
COMMUNICATIONS AND KEY WORKING RELATIONSHIPS

	Internal:  All SEPA staff including Directors and Managers both individually and as teams

External:  With enquirers which can include members of public, journalists, and solicitors; the Scottish information Commissioner’s staff, and Freedom of Information staff in other public sector organisations




E.
DIRECT REPORTS

	No direct reports but has matrix management responsibility for co-ordinating, allocating and quality-assuring work to deliver the enquiries caseload. 




Person Specification

1) KNOWLEDGE AND TECHNICAL SKILLS 

Indicates the type of knowledge and skills essential or desirable to do this job and the level required using the indicators below.

(1) Significant expert knowledge

(2) Specialist knowledge

(3) Routine but detailed knowledge

(4) Broad understanding

Or not applicable (N/A)

	Type of Knowledge/skills (please specify detail below under broad headings)
	Essential
	Level
	Desirable
	Level

	SEPA Organisational Knowledge

Namely: Requires knowledge of SEPA activities and information, and who has responsibility for these.

	Yes
	3
	
	

	Scientific/Technical

Namely. Managing and responding to enquiries and complex requests for information within set timeframes.
Use of Microsoft Office suite

Outlook, Excel, Word, 

Use of PDF and redaction tools

Use of Enquiry Management Systems

	Yes
	3
	
	

	Managerial

Namely: Essential for this post which involves managing the day-to-day work of the enquiries caseload.

	Yes
	4
	
	

	Legislation

Namely: Freedom of Information (Scotland) Act 2002, Environmental Information (Scotland) Regulations 2004, Re-use of Public Sector Information Regulations 2015, and other information related legislation.


	Yes
	2
	
	


2) QUALIFICATIONS

Indicate the area and level of qualifications (if any) essential or desirable to do this job

	Type of Qualification
	Essential
	Desirable

	HNC or equivalent experience essential
	X
	

	Degree or equivalent experience
	
	X


3) EXPERIENCE REQUIRED

Indicate the type and likely length of experience essential or desirable to do this job

	Type of Experience
	Essential
	Length
	Desirable
	Length

	Technical/scientific professional experience:

– Enquiry handling


	Yes


	2 years
	
	


4) COMMUNICATION SKILLS

	Type of Communication (please specify detail below under broad headings)
	Essential
	Desirable

	Written communication

Namely: A good knowledge of grammar and the ability to write in plain English are expected.  Written communications include letters, emails, reports, memos, minutes/notes of meetings, statistics, training materials, simple tools and guidance. 

	Yes
	

	Report writing

Namely: Performance reports


	Yes
	

	Oral communication

Namely: Daily interaction with managers and staff at all levels and liaison throughout SEPA on a cross-portfolio basis.

	Yes
	

	Presentations

Namely: Ability to compile and deliver presentations and training sessions to staff at all levels.

	Yes
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