
 
 

 
 

 



 
 

 
 

 

Data Protection Administrator 
MY TEAM? 

Who is in my team? 

Team  Governance 

Line Manager  Data Protection Lead 

My direct reports  N/A 

 

What’s my role? 

The Data Protection Administrator delivers core data protection activities, ensuring 
requests, records and processes are completed accurately and within required 
timescales. Working closely with the Data Protection Coordinator and reporting to the 
Data Protection Lead, you will process data protection requests, maintain key records, 
and apply established procedures to support compliance with data protection 
legislation.  

What am I accountable for? 

• Process Subject Rights Requests (including DSARs), including gathering 

information, reviewing content and applying redactions 

• Maintain accurate logs and records of all requests, ensuring deadlines are 

monitored and met 

• Communicate directly with customers and their representatives regarding data 

protection requests, providing clear, accurate and timely responses in an 

appropriate, ethical and empathetic manner 

• Manage and respond to routine queries received via the Data Protection inbox, 

escalating complex issues as required  

• Record and update data breaches, track actions and ensure follow-up is 

completed  

• Process data breach reports, support with investigations as required, set and 

follow up on actions from such investigations and communicate lessons learned 

to the relevant stakeholders. 

• Complete data extractions and prepare information in line with data protection 

requirements  

• Maintain data protection registers and records (e.g. request logs, breach logs, 

DPIA tracking)  

• Process CCTV data requests in line with policy and timescales  

• Provide support to the team to complete Data Protection Impact Assessments 

(DPIA)  

• Identify and escalate risks, issues or inconsistencies to the Coordinator or Lead 

• To carry out any other duties consistent with the post that may be required from  

• Keep abreast of changes in data protection laws to support updates of policies 

and procedures which help to drive continuous improvement in services across 

the organisation. 



 
 

 
 

• Keeping accurate records and manage all data in accordance with our Data 

Governance Framework, relevant legislation, and best practice. You must also 

understand and fulfil your responsibilities as set out in this framework.     

• Carrying out my work in line with our: 

o Professional standards,reflecting our values and behaviour framework.    

o Policies, procedures, and code of conduct    

o Commitment to equality, diversity, and inclusion   

o Health and safety responsibilities  

o Confidential reporting (whistleblowing) polices. 

• To carry out any other duties consistent with the post that may be required from 

time to time, at the discretion of the line manager 

 

What do I need? 

 

Entry Requirements:  

• Demonstrable experience working with data protection, information governance, 
or handling personal data in a regulated environment 

• Practical experience supporting or processing Subject Rights Requests (e.g. 
DSARs) or handling structured casework involving sensitive personal data 

• Experience applying confidentiality and data handling principles in day-to-day 
work 

• Strong attention to detail with experience maintaining accurate records and audit 
trails 

• Proven ability to manage multiple tasks and meet strict deadlines 

• Good understanding of data protection principles (e.g. UK GDPR basics) 

• Experience drafting clear, accurate written responses (e.g. customer responses, 
casework, or reports) 

• Strong IT skills including Microsoft Office and experience using systems to 
manage casework or requests 

• Ability to follow defined processes consistently and escalate issues appropriately 
 
Fully Proficient Requirements:  

• Experience in a housing sector 

• Experience using data protection or case management systems 

• Experience completing DPIAs, breach handling or data registers 
 

 


