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Job description 

• 

Directorate and team 



 

Person specification 

• 

• 

Support the Information Governance & Risk Manager, Senior Information Governance 

Officers and Head of Legal & Compliance in developing, implementing and maintaining 

robust legal and compliance programmes to help ensure we comply with our regulatory 

obligations. 

 

• Assist the Senior Information and Governance Officer in the administration of the 

Information Governance Management Group, including meeting scheduling, minutes 

and papers. 

• Support the Senior Information and Governance Officers with maintaining up to date 

information logs 

• Support with the administration of the Keeping Safe, Legal & Healthy compliance risk 

management framework.  

• Call monitoring for ongoing campaigns for third party suppliers delivering 

telemarketing campaigns for the charity 

• Assist the team in the day to day management and implementation of our compliance 

programmes including IG and the risk and contracts management framework with the 

General Data Protection Regulations and any successor legislation 

• Work closely with members of the Information Governance Team to support in 

maintaining relevant Data Protection processes and procedures, including notifying 

risk leads of upcoming review dates 

• Support the organisation in the collection of evidence for the NHS Digital IG Toolkit 

Assessment 

• Develop and maintain good communications and working relationships with relevant 

stakeholders within and outside the organisation. The post holder will support the 

Information Governance and Risk Manager (IG Manager) in ensuring that Diabetes 

UK complies with the General Data Protection Regulation, Data Protection Act 2018 

and other relevant legislation such as the e-Privacy regulations and the Freedom of 

Information Act. 



• Maintain the contracts register and ROPA including logging new processing activity, 

and supporting the Information Governance Manager and the Senior Information and 

Governance Officers in risk logging 

• Strictly Compliance (our quarterly Legal and Compliance newsletter) administration, 

including formatting and publishing  

• Administrative role or willing to learn  

• Information Governance or willing to learn  

• Compliance or willing to learn

• Microsoft Excel/Word 

 

• Other general administration duties for the Legal and Compliance Team such as 

scheduling meetings and training sessions, filing, telephone calls, taking and 

producing high quality minutes for wider distribution, iKnow update and 

Maintenance 

Data Protection and Fundraising regulations or willing to learn

I make change happen 

▪ Collaborative and strong team player.  

I put people first 

 
▪ Respects colleagues and is kind.  Sees positive intent in those they work with.  

An enabling and empowering leader.  

 



I keep things simple  

 
▪ Has a strong focus on productivity and cost effectiveness keeping things as 

simple as they can be.    
 

 



Benefits 
We know you do more than just work. And that means you 
might be a parent, carer, friend, volunteer or partner. 

We want to make sure that we can help you create a good 
balance between work and the other parts of your life. 

And one way we do that is with benefits we offer you. 



 



https://www.facebook.com/diabetesuk/
https://twitter.com/DiabetesUK
https://www.youtube.com/user/diabetesukcharity
https://www.instagram.com/diabetesuk
http://www.diabetes.org.uk/

