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Description







	Position Title
	Privacy Compliance Manager

	Group/Portfolio
	Office of the General Counsel 

	Classification
	HEW 10

	Position Number
	00063636

	Reports To
	Head of Legal, Compliance and Privacy

	Employment Type
	Continuing



1.0	Position Purpose
	The Privacy Compliance Manager leads the University’s privacy compliance program through consultative and constructive interaction with element leadership, managers, and liaisons. Success depends on a risk-based approach to define priorities, a commitment to foster strong relationships, open communication towards stakeholders, and dedication to cultivating behaviours and actions that uphold and reinforce integrity, accountability and transparency.
2.0	Eligibility Requirements
	The occupant of this position will hold relevant postgraduate qualifications (preferably legal qualifications) with at least five (5) years-experience in a similar role or have an equivalent level of expertise obtained from a combination of experience, training, professional accreditation and qualification. 
3.0 	Key Responsibilities

· Manage, supervise and oversee the right to information (RTI) and administrative access applications received by the University.
· Manage, supervise and oversee privacy complaints received by the University. 
· Conduct and oversee investigations and reviews arising from the RTI, administrative access and privacy complaints as required and identify systemic and strategic issues arising from privacy compliance matters and develop resolutions and strategies in consultation with Griffith management and operational staff.
· Responsible for ensuring a clear education training and awareness program is implemented at the University, including providing training sessions, workshops, online training and specialist training.
· Monitor legislative developments and ensure policies, procedures and templates are amended accordingly.
· Provide support to the organisation’s privacy compliance program and its RTI, and administrative access operations including assisting the Chief Operating Officer, as the University’s Privacy Officer, in dealing with RTI, administrative access and privacy complaints.
· Maintain statistics on RTI, administrative access and privacy complaints and provide on an annual basis to the Office of the Information Commissioner Queensland and for inclusion in the University’s Annual Report.
· Cooperate with the Office of the Information Commissioner and other relevant regulators in any compliance reviews or regulator instigated investigations.
· Develop, implement, and embed a risk-based privacy compliance risk management program and a positive privacy compliance culture across the University that supports the mission, strategic goals and legislative requirements of the University.
· Provide leadership and direction to develop, implement, and continuously improve the University’s privacy compliance management framework and program, in consultation with relevant stakeholders from across the University.
· Maintain the University’s privacy compliance obligations in consultation with senior leadership, including oversight and advice to assist with the mapping out of business processes to manage privacy obligations (PII Discovery Project).
· Identify and assist Internal Audit to conduct risk assessments to identify potential areas of privacy compliance vulnerability and risk, and act as a specialist advisor to senior leadership and decentralised privacy compliance risk champions and staff.
· Educate and advise on corrective action, secure commitments for action plans, and follow up to ensure accountability.
· Identify and participate on university working groups and privacy compliance governing committees, including Cyber Security Infrastructure Program (CSIP), Security Architecture Board (SAB) and AI Governance Committee to proactively address and resolve enterprise-wide privacy compliance areas of concern, strengthen privacy compliance processes/controls and generally promote the objectives of the privacy compliance program.
· Provide reports, as appropriate and as directed or requested, to keep senior management and the Audit & Risk Committee informed of the progress of privacy compliance efforts.
· Promote and demonstrate cultural behaviour in accordance with university policies and procedures. This includes acting with integrity in undertaking duties and implementing processes to effectively ensure compliance within the University.
· Lead and promote compliance with relevant legislation and University policies and procedures, including equity and health & safety and exhibit good practice in relation to same.  
· [bookmark: 3.1_Criteria]Be a leading example of the principles and values embodied in the University’s Code of Conduct, and behave, act and always communicate to reflect fairness, ethics and professionalism.


[bookmark: On_the_recommendation_of_the_Vice_Chance]4.0	Key Capabilities
Griffith University identifies the attributes of resilience, flexibility, creativity, digital literacy and entrepreneurship as critical to our graduates’ success, in the rapidly changing future world of work. We have established a Griffith University Capability Development Framework to provide a common language of some of the non-technical organisation skills that will support our staff to thrive now and into the future. The Capability Development Framework will assist you to understand the current skill level of this position in the non-technical but critical skill domains that are increasingly important in a changing workplace context. 
To read about some of the non-technical organisation skills for this position, please see the Leads Self section of our Capability Development Framework.
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