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JOB DESCRIPTION

	Job Title
	Information Governance Project Delivery Lead

	Service / School
	Governance and Legal Services

	Grade 
	G

	Location
	Docklands Campus - Hybrid with 1 day on UEL Docklands campus per week + as required

	Reporting to 
	Deputy Head of Information Assurance

	Dotted line responsibilities
	Data Protection Officer

	Line management for 
	None

	Key working relationships: Internal 
	Data Insights, Cybersecurity

	Key working relationships: External 
	None

	Contract type/ Hours 
	12 months fixed term contract (1 FTE), 35 hours


 
Build your career, follow your passion, be inspired by our environment of success 


THE UNIVERSITY OF EAST LONDON

If you are seeking a career that combines innovative education with a passion for crafting positive change, look no further than the University of East London. Founded in 1898 to meet the skills needs of the 2nd industrial revolution, we’re now in Year 5 of our ground-breaking 10-year Vision 2028 strategic plan, orchestrated by our Vice-Chancellor and President, Professor Amanda Broderick.

Our goal is to advance industry 5.0 careers-first education and provide a clear path to the jobs and opportunities of the future. We are committed to driving diversity in the 5.0 talent pipeline, working in partnership to promote talent wherever it is found and creating a sustainable, inclusive, and green future.

But we can't achieve this goal alone. We need forward-thinking, innovative, and curious individuals like you to join our community and help us shape the future. As part of our team, you'll have the opportunity to work with a diverse range of people who share your passion for generating positive change. We’re an inclusive and welcoming community that is constantly moving forward, never satisfied with the status quo.

If you're ready to join a team that values your outstanding skills and perspectives and is dedicated to making a difference, we invite you to explore a career with us. We are excited to welcome versatile individuals who are committed to advancing their careers while making a positive impact on the world.


BRIEF OVERVIEW OF THE DEPARTMENT / TEAM

The Information Assurance team is based within the Office for Compliance, Governance and Legal Services. We are in the enviable position of having senior leadership buy-in to build a framework to improve the university’s information maturity. We lead this work by developing pragmatic governance arrangements that support regulatory compliance and business efficiency. Central to this approach is the work developing and operationalising the university’s Information Asset Register, which will provide a university-wide view of key information assets, systems, ownership, risk and required action, with quarterly reporting to information owners across the institution.

Acting as the University’s second line of defence, the team’s focus is to embed information governance into everyday processes so that compliance is simpler, information is easier to find and use, and good information practice becomes part of the University’s culture. The postholder will join our team to help build this framework from the ground up, working collaboratively across schools and services to connect governance requirements with operational needs and support more efficient, consistent and responsible management of information.


JOB PURPOSE
UEL is endeavouring to increase its data maturity. Part of this will be putting in place practical processes and structures needed to identify, document, and manage our information assets. This includes implementing a consistent operational approach to mapping critical information, monitoring associated risks, and clearly assigning responsibility for information quality and governance across all management levels. This role provides operational leadership and delivery for the University’s Information Asset Mapping programme to ensure information is properly owned, controlled, and managed.

The postholder is responsible for planning, coordinating and delivering a defined portfolio of work with university‑wide reach, stakeholder engagement, training delivery and the ability to work independently within established governance frameworks. The role expects proactive communication across organisational levels.

The role does not carry formal line management responsibility, but does require day‑to‑day coordination, influence and facilitation across teams.


KEY DUTIES AND RESPONSIBILITIES

Information Asset Mapping
· Lead the delivery of audit actions based on the Records Management Audit Report
· Facilitate structured asset‑mapping discussions with teams to identify information assets, ownership, usage, risks and dependencies.
· Develop a file-plan for key business areas
· Support the deployment of an information governance framework

Project Management and Delivery
· Project manage the Information Asset Mapping programme, including planning, sequencing activity and monitoring progress.
· Maintain delivery plans, milestones and reporting information for internal governance and assurance purposes.
Communication, Engagement and Change Support
· Design and deliver a 360‑degree communication approach for Information Management, aligned to UEL priorities and audience needs.
· Produce regular static and dynamic communication including guidance, briefings, updates and presentations for staff, data owners, data stewards and, senior leadership.
· Deliver in‑person engagement through workshops, meetings and structured discussions.


The duties and responsibilities outlined above provide a general overview of the range of tasks that this role at the University of East London may be required to perform. Please note that this job description is not exhaustive, and additional tasks aligned with the role's grade may be assigned as needed. 

The job description may also be updated to reflect changes in circumstances, and employees will be consulted if any amendments are required.

All employees must adhere to all UEL policies and regulations, demonstrating an understanding of equal opportunities within a diverse and multicultural environment. Employees are also expected to actively contribute to building and maintaining a positive reputation for UEL in all their professional activities.





















PERSON SPECIFICATION

The University's Core  Values are Passion, Inclusion, Courage, and they are at the root of everything we do and everyone in our community is expected to demonstrate them. 

The table below outlines the essential and desirable criteria required to perform the role effectively. Candidates will be shortlisted based on how closely they meet these criteria.


	Category

	Essential Criteria
	Desirable Criteria

	Education & Qualifications

	· Degree in relevant field or equivalent professional experience

	· Project management or change management certification.

	Experience & Knowledge

	· Strong demonstrable experience of scoping, creating and maintaining an organisation-wide Information Asset Register
· Experience of stakeholder engagement at senior levels
· Experience delivering records management or information management governance frameworks in a complex organisation
· Experience of producing a system for generating actionable governance insights for data owners
· Demonstrable experience of developing file plans for managing enterprise information
· Advanced SharePoint information management skills
· Demonstrable project management experience, coordinating activity across multiple stakeholders
· Demonstrable experience of adapting governance responses to the challenges and opportunities of new technological developments.

	· Experience in higher education or the public sector
· Hands-on experience of implementing records management in Microsoft Purview
· Experience of delivering targeted governance communication campaigns.

	Skills & Abilities

	· Excellent written and verbal communication skills, with the ability to tailor messages to different audiences across a range of platforms
· Strong cross-functional collaboration skills, with the ability to lead complex project delivery
· Ability to influence at senior levels and advocate for the adoption of governance practices
· Change management skills to support services and schools with the adoption of the framework
· Ability to build and facilitate knowledge sharing sessions and communities of practice.
	· Ability to automate reporting and audit schedules
· Familiarity with maturity frameworks, such as ARMA, and ISO 15489 standards for records management.


	Other Competencies

	· Ability to manage multiple priorities while maintaining a focus on high-quality, deadline-oriented delivery.
	







Further Information: 

UEL is an inclusive equal opportunities employer and are proud of our Equality, Diversity and Inclusivity achievements. We expect all employees of UEL to understand our EDI policy and will not tolerate discrimination in any form. As an employee of UEL, we expect you to follow all relevant Health & Safety policies. 

We're a disability confident employer and value all applications. Please let us know if you require any reasonable accommodations throughout the recruitment process.
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