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Information Governance Specialist 

Classification Band 6 Position Code 
WAP.code 
(If.unknown?.check.with.P™ C.Business.
Partner.or.People.Ops.Officer) 

Department Digital and Technology 
Services Directorate Customer and Corporate Affairs 

Approved FTE 1.0 FTE Date Reviewed July 2026 

Location Glen Eira Town Hall 

Reports to Coordinator Information Governance 

Direct Reports N/A 

 

Our Values 
 

 

 

 

About the Role 
Glen Eira City Council is embarking on our most ambitious Digital and Technology journey to date, 
underpinned by our first ever Digital and Technology Strategy. The strategy will focus on modernisation, 
security and resilience, to ensure that Glen Eira City Council is positioned to embrace emerging 
technology opportunities and deliver exceptional value to our community.  

As a member of the Digital and Technology Services Department, the Information Governance Specialist 
will be the driving force behind a bold transformation of Glen Eira City Council’s information 
management practices, moving the organisation beyond traditional approaches and into a future defined 
by innovation, security and resilience.  

This role is tasked with reimagining how information is governed, access and protected, embedding the 
principles of Council’s Digital and Technology Strategy into every facet of information management. With 
strong support from leadership, this role will introduce innovative practices and technologies that align 
with the Council’s Digital and Technology Strategy, ensuring information management becomes a 
dynamic contributor to organisational excellence and community value.  

Working collaboratively with a team that has a proud history of traditional approaches, the Information 
Governance Specialist will leverage future focused thinking, bring fresh perspectives and inspire new 
possibilities. By fostering engagement, building trust and encouraging continuous improvement, the 
specialist will help the organisation evolve and adapt to emerging opportunities, while maintaining a 
commitment to compliance, quality and service excellence.  

Collaboration Respect Service
Excellence Integrity Innovation

Working better 
together 

Being 
understanding 

and considerate 

Delivering for our 
customers 

Being open and 
honest 

Expressing ideas 
and adding value 
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Key Responsibilities 
• Identify innovative opportunities to leverage technology to drive efficiency, productivity and 

legislative compliance.  
• Undertake key improvement activities underpinned by the Digital and Technology Strategy. 
• Provide technical and strategic information management advice, applying a future focused and 

innovative approach.  
• Provide subject matter expertise in relation to the Public Records Act 1973, Information Privacy Act 

2000, Privacy and Data Protection Act 2014 including Public Records Office Victoria (PROV) and 
Office of the Victorian Information Commissioner (OVIC) standards as well as contemporary 
Information management practices and opportunities. 

• Lead the implementation of Council’s Digitisation plan, ensuring legislative compliance.  
• Ensure quality controls/assurances are set in place to ensure certain service levels are achieved. 
• Develop and maintain organisational metrics to assess and measure information governance 

maturity.  
• Partner with system owners to implement pragmatic, information lifecycle-based controls and 

processes for access, use, retention, and disposition. 
• Contribute to the development, implementation and monitoring of records management policies and 

procedures in accordance with relevant legislation, PROV recordkeeping standards and best 
practice.  

• Contribute to the development, implementation and monitoring of policies and procedures in 
accordance with the OVIC Information Privacy Principles (IPPs) and Victorian Protective Data 
Security Framework and standards. 

• Contribute to the development, implementation and monitoring of approaches to address Council’s 
long-term requirements for the storage of Council records, regardless of format. 

• Work closely with the Coordinator Information Governance, Senior Information Governance Officer 
and other teams within the Digital and Technology Services department to identify and implement 
innovative Information Management solutions. 

Records Management 

• Support the Information Governance team to ensure the day-to day records management services in 
accordance with the Information Governance policy, procedures, goals and objectives are carried 
out. 

• Assist in the maintenance and development of Council records management systems to effectively 
manage Council records. 

• Assist in the monitoring and auditing of Council records management systems to ensure the security 
and integrity of Council records. 

• Provide specialist advice to all levels of staff on records management best practice. 
• Promote the best practice use of Council records management systems and assist in the training of 

users and development of training programs.  
• Undertake record capture, registration, classification, storage, handling, tracking, disposal, filing and 

archival activities within Council’s records management systems as required. 
• Ensure capture, registration, classification, storage, handling, tracking and disposal of Council 

records is compliant with policy and procedure. 
• Ensure compliance with the Public Records Act 1973, Freedom of Information Act 1982, Privacy and 

Data Protection Act 2014 and other legislation and standards that impact on records management in 
Victoria. 

• Support the enforcement of practices which ensure the confidentiality and security of Council 
records within the control of the Information Governance Team. 
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• Support an effective archival and secondary storage program for Council records. 
• Support an effective vital records program for Council records. 

Other Duties 

• Assist with processing Information Privacy and Freedom of Information (FOI) requests. 
• Support an effective inward and outward mail service. 
• Undertake special projects and perform other duties as directed to support the objectives of the 

department and Council. 
 

Key Selection Criteria 
• Tertiary qualifications in information management, records management or related discipline. 
• Demonstrated experience in information management and governance in a large public or private 

sector organisation. 
• Demonstrated application of the principles and practices of records and archival management. 
• Meet the criteria of Management / Specialist level as defined by National Archives of Australia (NAA) 

Information Management capability guide.  
• Demonstrated application of the Public Record Act 1973, Public Records Office of Victoria (PROV) 

standards and other legislation and standards which impact on records management within 
Victoria. 

• Demonstrated knowledge of Office of the Victorian Information Commissioner (OVIC) Information 
Privacy Principles (IPPs) and Victorian Protective Data Security Framework and standards. 

• Demonstrated experience working with, and administering paper and electronic records 
management systems. 

• Ability to effectively plan, prioritise and coordinate multiple tasks, projects and competing priorities, 
both independently and collaboratively on a team basis.  

• Well-developed communication and interpersonal skills, including oral and written skills.  
• Excellent customer service skills, able to identify customer needs and expectations and decide on 

appropriate action and respond accordingly. 
• Demonstrated ability to exercise discretion and maintain strict confidentiality when handling 

sensitive, personal, confidential and protected information. 
• Demonstrated proficiency in the Microsoft 365 suite, Outlook, Word, Excel, and SharePoint. 
• Understanding of the Victorian Local Government operating environment. 

Who you will be working with 

Internal relationships 
• Information Governance team  
• Digital and Technology Department 
• All staff within Council  

External relationships 

• Public Record Office of Victoria (PROV) 
• Records and Information Management Practitioners Alliance 

(RIMPA) 
• Office of the Victorian Information Commissioner (OVIC) 
• Officers of Local / State / Commonwealth Government 
• Contactors and suppliers 
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What we are all responsible for 
Health, Safety and Wellbeing: We contribute to a workplace that is physically and psychologically safe 
for ourselves and others. This includes adhering with relevant policies, procedures, legislation and risk 
management practices. We act in accordance with these requirements and contribute to a positive and 
proactive safety culture. 

Diversity, Equity and Inclusion: We foster an inclusive, respectful, fair and welcoming workplace for all. 
Inclusion and belonging are central to our culture and guide how we work together. Every individual has 
the right to feel safe, heard, valued and supported. We value diversity and actively create pathways for all 
employees to participate, contribute and grow. 

Child Safeguarding: We foster a strong child safeguarding culture through the consistent application of 
our policies and procedures. We actively uphold these requirements, including our Child Safeguarding 
Policy and Child Safeguarding Code of Conduct, to prevent, report and respond to child abuse and harm. 

Sustainability: We play an active role in responding to the climate emergency and raising awareness to 
support a sustainable, safe and health future for us all. We embed climate change action in everything we 
do.  

Fraud and Corruption: We contribute protecting Council by adhering to the Risk Management 
Framework and Policy, the Fraud and Corruption Policy and Fraud and Corruption Control System. 

Local.Government.requirements 

Accountability and Extent of Authority 
• Undertake the day-to-day operational activities of the Information Governance Team, including the 

provision of guidance and support to staff, and prioritising work on an individual and team basis in 
accordance with Council / department policy, procedure, goals and objectives and agreed 
organisational performance indicators. 

• Ensuring Council’s records management function is compliant with the Public Records Act 1973 
and Privacy and Data Protection Act 2014 and other legislation and standards that impact on 
records management in Victoria. 

• Formal input into policy development within the area of expertise and/or responsibilities of the 
position. 

• Monitoring and reporting on compliance with agreed organisational performance indicators to 
policy and procedure. 

• Providing accurate and timely specialist advice to all levels of staff on records management best 
practice, subject to policy, procedure and/or in consultation with the Coordinator Information 
Governance.  

Judgement and Decision Making 
• Required to make decisions on the day-to-day operations of the Information Governance Team 

and/or in consultation with the Coordinator Information Governance. 
• Required to analyse problems and adopt a creative approach to decision making and to exercise 

initiative in the resolution of problems. 
• Guidance is always available from the Coordinator Information Governance. 
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Compliance and Conditions of Employment 
Conditions of employment are in accordance with Councils policies, procedures and Code of Conduct. 

This role will require 
the following 
compliance checks: 

• National Police Check 
• Valid working rights within Australia 
• Pre-employment Health Declaration 
• Working with Children Check (Employee)  

 


