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This intended to supplement the information provided in the Generic Job Summary to enable a manager to put a particular post into context at the time of recruitment.  The Generic Job Summary is the definitive document which defines the job and its overall responsibilities.

A
JOB IDENTIFICATION INFORMATION

	JOB TITLE

(If different from Generic Job title)


	Information Coordinator

	POST REFERENCE NO.
	OCE00114

	REPORTS TO


	Information Governance Manager

	DIRECTORATE


	Office of the Chief Executive

	UNIT OR TEAM
	Information Governance Team

	LOCATION(S)                            


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

	POST STATUS

(Indicate if permanent or fixed term; full or part time and if part time, indicate hours)
	Fixed Term – 31 March 2023


B.  
SUPPLEMENTARY INFORMATION ABOUT THIS POST

	As a public body, it is essential that SEPA has good governance in place. It helps us make better decisions about the way we use our resources, and it strengthens our accountability. SEPA is changing. We are creating a world-class environment protection agency fit for the challenges of tomorrow. We are taking a new approach to simplify and strengthen governance across the organisation. 
We are investing in the development of a sustainable model for access to information that gives everyone easy access to the information they want to know about Scotland’s environment and SEPA’s services. 

To support this, we have created two additional Information Co-ordinator roles in SEPA’s Information Governance team.
In this role, you will initially focus on co-ordinating and delivering work to progress SEPA’s Access to Information service caseload and support the team to achieve objectives that increase the accessibility of SEPA’s information. You will also contribute to formal reviews and support the preparation of submissions to our regulator when a requester has lodged an appeal because they are not satisfied with SEPA’s response to their request. 


C.
SUPPLEMENTARY INFORMATION ABOUT THE QUALIFICATIONS, KNOWLEDGE AND EXPERIENCE REQUIRED FOR THIS PARTICULAR POST.

	Qualifications

	As generic job summary.


	Knowledge

	As generic job summary.
Interpretation and application of legislation and standards that govern a service.

Good information governance principles and practice.



	Experience

	As generic job summary.
Able to:

Learn quickly on-the-job, supported by team experts.

Deliver a high quality service to external and internal customers to tight timescales. 

Co-ordinate and deliver a diverse, busy caseload and adapt quickly in response to changing priorities – an excellent team player.

Analyse complex information, identify problems and develop solutions that can succeed.

Translate technical jargon into clear language that everyone can understand.

Build constructive working relationships and communicate effectively with colleagues at all levels across the organisation.

Positively support and encourage colleagues at all levels to encourage action and build buy-in for new ways of working.




GUIDANCE NOTES

If the Generic Job Description is sufficient to describe the duties and responsibilities of a particular post, this form should not be used.  It is only intended to supplement the Generic Job Description in order to explain to a candidate the initial or particular focus of a post.  It should not in any way contradict or change the general duties and responsibilities outline in the Generic Job Description, which is a controlled document agreed by the relevant Director.

SECTION A

This section should detail the post specific job title (but only if it differs from the generic job title); the job title the post reports to and the specific base location(s) for the post.  The generic job description which the Job Specific Summary is attached to should also be referred to.  If the post is part time or fixed term this should be noted here.  HR will add the job reference number for the post.

SECTION B

The Generic Job Description will summarise what responsibilities and duties are expected of the job generally.  If there are any job specific responsibilities and duties that are not covered by the generic these can be detailed in this section.  This section should concentrate on the main or initial focus of the post.  Please be aware that as candidate will be hired against the Generic Job Description and will therefore be expected to fulfil all the duties outlined.

SECTION C

Specific information about the field of qualification, knowledge and experience required for the particular post can be detailed in this section.  For example, the generic Job Description might state that a degree is essential.  The Job Specific Summary might detail preferred degree subjects, such as Chemistry or Environmental Management.  This should not change, but support the Generic Job Description and a clear justification should be given for narrowing the criteria down.  The requirements should not be reduced or enhanced, simply tightened to reflect the focus of the post.

“This document is uncontrolled when in hard copy or stored in any electronic format other than in the Business Management System”. 


