
 
Job Description 

Post Data Protection and Projects Officer 
Details: grade, 
hours, duration, 
location 

SO2 (£25,600 - £27,099) 
Permanent, up to 37 hours a week term-time plus up to 10 days during the 
school holidays. 
Based at St Mary’s Menston.  Frequent travel to the Trust’s schools and other 
Trusts/schools in the region.  Frequent/regular working from home and any Trust 
or diocesan location possible. 

This role is particularly suitable for part-time, flexible working, compressed 
hours, job share or splitting into two roles. 

Responsible to Chief Operating Officer 

Responsible for Not applicable 

Purpose of the 
Post 

Manage a project and provide a service to enable the Trust and its schools to 
meet its Data Protection obligations, and manage other projects to improve the 
efficiency and effectiveness of the Trust. 

Main duties and 
responsibilities 

Data Protection Officer 

1. Complete the multi-year project to develop and implement the Trust’s data 
protection and information management strategy, policy and 
implementation programme. 

2. Review the Trust’s data protection and information management 
arrangements annually and whenever significant changes in the Trust’s 
internal or external environments require. 

3. Act as the central point of contact and advice on all data protection, freedom 
of information and information management matters for the Trust, its 
schools, employees, parents, the public and the regulatory authorities. 

4. Manage, coordinate and, where resources in schools are insufficient to meet 
large requests, finding and collating information and drafting responses to 
requests for information and subject access. 

5. Create and maintain records of the Trust’s data processes, data owners, data 
requests, data protection incidents, actions and lessons learned. 

6. Advise, and provide training, guidance, performance data and 
communications to the Trust’s stakeholders, on data protection, freedom of 
information and information management. 

7. Conduct audits, impact and risk assessments and other activities to improve 
the Trust’s data protection, freedom of information and information 
management. 

8. Develop and implement solutions to the Trust’s requirements for data 
collection, secure storage and access, transfer and deletion. 

Projects Officer 

9. Manage a project to develop training, information provision, advice and a 
self-sustaining mutual support network for school offices across the Trust. 

10. Manage a series of projects to improve the efficiency and effectiveness of 
key processes across the Trust (such as information management), using 
good practice Quality and Continuous Improvement techniques. 



 
11. Provide help with projects to the Trust’s Shared Services (Estates, Finance, 

HR, Payroll, Procurement) team and the Headteachers’ Group, including 
project management, advice and implementation. 

12. Help staff across the Trust to identify and implement improvements in 
efficiency and effectiveness, and help the Trust’s senior leadership to 
develop a culture of ‘continuous improvement’ across the Trust. 

 
Applicable to both roles 

13. Comply with all relevant legislative requirements, and Trust and Diocesan 
values. 

14. Comply with all policies and procedures in school including Child Protection, 
Safeguarding, Health and Safety. 

15. Any other duties commensurate with the grade of the post requested by the 
Trust. 
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