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Job Description

	Job title:
	Freedom of Information Support Officer 

	Department/School:
	Risk, Resilience and Compliance

	Grade:
	5

	Location:
	University of Bath Campus



	Job purpose

	
This post sits within the Legal Services team which currently comprises the Head of Legal Services, two (2) solicitors and a Freedom of Information Officer.    

This post holder will work closely with the other Freedom of Information Officer and Head of Legal Services to:

· provide operational support to ensure that Freedom of Information Act and Environmental Information Regulation requests are managed in a professional manner which upholds the University’s reputation and in line with all legal requirements. 

· manage routine Freedom of Information (FOI) and Environmental Information Regulations (EIR) requests.      

· monitor FOI/EIR requests, noting response deadlines, gathering information for the responses and managing the routine FOI and EIR requests. 

· support the Freedom of Information Officer in collating information required for more complex FOI/EIR requests. 

· draft responses to more complex FOI/EIR requests with support from the Freedom of Information Officer.

· deliver a high-quality standard of support for the University, ensuring that services are efficient, effective and adapted to changing circumstances.    

· work with the Freedom of Information Officer and Head of Legal Services to develop/review the team’s systems and processes according to best practice and ensure that the University adheres to all necessary procedures and ICO requirements.

· assist with periodic reviews of the University’s published FOI/EIR processes and procedures. 

· prepare and circulate a fortnightly FOI/EIR update.

· provide advice and support to teams across the University on the FOI/EIR duties to ensure that the University adheres to all necessary procedures and statutory requirements.

This is a busy and varied role involving daily communication with teams across the University to obtain information required to respond to FOI/EIR requests within the statutory timescales.    

The post holder needs to have excellent organisational skills, be able to demonstrate good use of initiative, and have the ability to multi-task and prioritise in supporting the University’s compliance with statutory response times.




	Source and nature of management provided 

	
The line manager for the post holder will be the Head of Legal Services.

The post holder will work alongside the existing Freedom of Information Officer and will also work closely with the Solicitors within the Legal Services team.




	Career and Professional Development Activities

	
The post holder will be required to attend professional development courses to develop and maintain specialist knowledge and undertake internal training for personal development.




	Staff management responsibility

	
No roles report to this post.




	Special conditions 

	
By its nature FOI/EIR workload fluctuates and the post holder may be required from time to time to undertake other duties as reasonably required by the Head of Legal Services including (for example) assisting with student complaints and general administration tasks to support the Legal Services team (for example legal research, financial administration tasks, OIA information gathering).
 



	Main duties and responsibilities 

	1.  
	Work with the Freedom of Information Officer and Head of Legal Services to deliver all aspects of the University’s compliance with Freedom of Information and Environment Information Regulations legislation, ensuring that responses to requests are completed within the required legal timescales and provide the required information subject to exemptions or other legal limitations applying.


	2.  
	Work with the Freedom of Information Officer to co-ordinate and write accurate, appropriate and timely responses to complex FOI/EIR requests in accordance with all legislative requirements, University policies and procedures.    


	3.
	Prepare responses for routine requests ensuring that they meet all legal and corporate requirements, where appropriate with reference to relevant case law, and determining and initiating where specific legal advice is required.
 

	4.
	Complete and circulate regular reports on requests to be sent to Senior Management.      


	5.  
	Work with the Freedom of Information Officer to establish and maintain good relationships within and beyond the University, to enable appropriate information to be retrieved and considered within the required timescales.  


	6.  
	Work with the Freedom of Information Officer to develop, maintain and operate systems to ensure the most effective management of requests and to maintain an accurate record of all requests and responses. 


	7.  
	Monitor ongoing requests to ensure appropriate prioritisation and alert colleagues to high profile requests and those received from journalists.


	8.  
	Work with the Freedom of Information Officer with information gathering if an FOI internal review (appeal) is received.


	9.  
	Work with the Freedom of Information Officer with the review and update of relevant webpages and the University’s publication scheme to ensure compliance with legislation and best practice.


	10.
	Provide advice and support to teams across the University on the FOI/EIR duties to ensure that the University adheres to all necessary procedures and statutory requirements.


	11
	Liaise with a wide range of teams across the University to obtain information required to respond to FOI/EIR requests within the statutory timescales.  


	

This is not intended as an exhaustive list of duties or a restrictive definition of the post but rather should be read as a guide to the main priorities and typical areas of activity of the post holder. These activities are subject to change over time as priorities and requirements evolve and as such it may be amended at any time by the line manager following discussion with the post holder.
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Person Specification

	Criteria
	Essential
	Desirable

	
	
	
	

	Qualifications

	Education to degree level or equivalent experience.

Post-graduate qualification in relevant field e.g. FOI/communications / journalism.

	
X



	



X

	Knowledge
And Experience
	Experience of FOI management or equivalent.

Knowledge of FOI legislation and its practical application.

Records management experience.

Experience within the HE sector.

Experience of dispute resolution practices.

	











	X


X


X

X

X

	Skills

	Excellent communication skills - ability to communicate at all levels with a very high level of verbal and written communication skills.

Ability to review detailed evidence and make effective decisions. 


Excellent organisational skills and proven ability to meet tight deadlines.

Ability to research, analyse and collate information.

Strong interpersonal and influencing skills.

Ability to plan and organise workload and manage time effectively.

Excellent IT skills.

Numerate, with the ability to interpret and compile statistics.

Ability to apply legislative requirements in an HE context.


	
X



X



X


X


X


X


X


X







	

























X

	Attributes

	Proactive and self motivated.

Methodical with excellent attention to detail.

Ability to take the initiative in suggesting new ways of working.

Ability to work effectively in a team and autonomously, and with staff at all levels. 

	X


X


X


X
	






	Effective Behaviours Framework

The University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 


	Managing self and personal skills:
Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and how it impacts on others.
  

	Delivering excellent service:
Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.
  

	Finding innovative solutions:
Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.
  

	Embracing change:
Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.
 

	Using resources:
Making effective use of available resources including people, information, networks and budgets.  Being aware of the financial and commercial aspects of the University.


	Engaging with the big picture:
Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.
  

	Developing self 
Showing commitment to own development to enable you to reach your full potential for the wider benefit of the University.
  

	Working with people:
Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 
  

	Achieving results:
Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.
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