	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	Assistant Compliance and Regulatory Officer (M365)
	Job Evaluation         Reference Number:  
	A4867

	Service:


	Customer Services
	Grade:


	LGE 8

	Department/Section:


	Legal and Regulatory Support/Compliance and Regulatory
	Location:
	Council Area

	Line Manager (post):

	Compliance and Regulatory Officer

	Date JDPS was created / last reviewed / amended:
	July 2025

	Version of JDPS: 


	v.1

	This JDPS should be read in conjunction with:


	1. Core Training Requirements 
2. Service plan/team plan  
3. Argyll & Bute Council Competency Framework  

4. Managers guide to recruitment 
5. Job Evaluation process 


	Job Summary:   
To support the Head of Legal and Regulatory Support and the Governance, Risk and Safety Manager to achieve the Compliance and Regulatory team’s goal by undertaking work to assist in the implementation of the M365 development plan and Records Management plan by providing advice and guidance to services on the implementation/development of M365 within their service. Assisting in the provision of reports to Manager and Senior Managers across Council Departments on compliance with progress in relation to the implementation of the M365 project plan.

	Scope / Dimensions:  
Line management / staffing responsibility N/A
Budgetary responsibility: N/A
 

	Job Description:  Main Outcomes required  


	1.
	Planning:
Assist the Compliance and Regulatory Officer in ensuring development/implementation of the M365 project and the Records Management plan by working in partnership with colleagues (within and outwith the service) and assisting in the planning of how these are delivered effectively and efficiently to services.  


	2.
	Service delivery:  
Assist the Compliance and Regulatory Officer to ensure that high quality services are delivered to services by ensuring that all agreed actions within the M365 project plan are implemented efficiently and effectively.


	3. 
	Quality Assurance:
Support the Head of Legal and Regulatory Support to develop, implement and maintain appropriate management reporting systems as a means of managing and monitoring the progress of the M365 project against the project plan to ensure standards are maintained, improvements developed and issues addressed in a timely manner.


	4.
	Health & Safety:  
All employees must follow the Council’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with the Council’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand


	5.
	Other duties & responsibilities:  

Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.   



	Person Specification:  


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  

	E.1
D.1

	Relevant HND or equivalent experience
Vocational qualifications/certificates in IT or equivalent experience

	Experience



	E.1

E.2
D.1
	Public sector experience within a local authority and across a number of Council departments
Experience of working in a team where competing priorities are prevalent

Experience of working with senior management within the organisation


	Specific job-related knowledge  


	E.1

E.2
D.1

D.2

	Working knowledge of M365
Understanding of services provided by the Council.
Knowledge of Microsoft office products

Keyboard skills



	Any additional job-related requirements   



	E.1

E.2
	The jobholder may be expected to travel efficiently and effectively between various work locations within Argyll and Bute and beyond to meet the operational requirements of the Service.  
Flexible attitude to working, occasional requirement to work irregular hours.



	Competencies 


	E.1
	Level 2 - Personal Qualities (Competencies) that are essential at recruitment stage: 
Ability to positively influence others 

Possesses a solution orientated approach to problem solving;

Ability to work on own initiative

Ability to build good working relationships 

Good presentational skills including the ability to present complex information concisely

Good interpersonal skills including team working and customer care skills

Good written skills including the ability to write well focused and coherent reports
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