ROLE PROFILE
Role Title: In-house Data Protection Lawyer
BTL successfully supplies some of the largest and most prestigious certification and examination organisations in the UK and North America with its onscreen testing solution, Surpass, which enables the creation and delivery of millions of exams each year.

We are currently looking to recruit an In-house Data Protection Lawyer. The successful applicant will enable us to cope with and manage independently the increased legal workload associated with the business’ data processing activities.  You will work closely with a small but hardworking, fast-paced and collaborative Legal team with flat management (existing 2 senior lawyers) and Information Security team. You will have a “doer” mind-set, a practical 'hands-on' approach along with passion for education and technology and data protection, and your self-development. You will have a willingness to learn and take the initiative when faced with new tasks/situations.
	Role Purpose:
The In-house Data Protection Lawyer takes the role for maintaining and developing all the data processing processes and policies, implementing and refining data protection policies and tracking processes, and providing data protection/privacy law advice to BTL colleagues. This is notably to our Information Technology and Marketing Teams, but advice will be provided to all teams across the organisation. You will assess existing processes and procedures and weigh up the legal considerations, providing alternative solutions and making recommendations on the best course of action.
You will ensure continuity in the delivery of services to internal colleagues as well as to external clients and third parties.
Candidates (from private practice or in-house) will have 3-4 years of experience as a data protection lawyer with demonstrable background in data protection and compliance.  Whilst support from the senior lawyers will always be provided, the In-House Data Protection Lawyer should be confident that they are able to work independently.  In addition, it is important that the In-House Data Protection Lawyer can gain a good understanding of difficult privacy issues quickly and have excellent commercial acumen. The successful candidate will work closely with the two senior solicitors in the team, in providing sound legal and commercial advice to the business.
This is a great role for someone seeking greater responsibility.


	Accountabilities

	Compliance / Data Protection (including GDPR)
· Liaising closely with the business’ Information Security Team, and providing advice on Compliance and Standards issues (including planning, development and execution of the implementation plan) such as GDPR, other privacy laws and regulations, ISO27001, SOC 2; on 3rd party / supplier implications (including updating/developing existing 3rd party/supplier contracts
· Maintaining and developing the business’ GDPR compliance (including maintaining and developing various already existing data protection / privacy policies, maintaining already existing data protection records, maintaining already existing data flow maps, facilitating on-going data audits and completing risk assessments and customer questionnaires as part of bids, RFPs, ongoing customer relationship reviews/audits)
· Investigating and ensuring compliance with existing and developing areas of privacy law

· Liaising with internal stakeholders at all levels, including with the marketing team and ‘live services’ to provide commercially-focused privacy law advice on a range of day-to-day privacy issues and strategic projects that include reviewing and analysing privacy impact, being available to answer questions from internal stakeholders, providing advice on request and keeping up to date with all privacy law developments

· Working closely with other parts of the business to recognise data transfers (including overseas), analyse compliance and security requirements and advise the business on implications 

· Rolling out revised Standard Contractual Clauses
· First ‘port-of-call’ to internal/external data protection/privacy queries.
Training 
· Assisting in development and rolling out of internal training to BTL staff when they join the organisation e.g. GDPR and privacy by design, and shorter annual GDPR training updates to all staff.
Admin and other

· Attending to filing, scanning and management of various policies and contracts including where applicable, compiling signatures 

· Instructing and managing external privacy advisers and other professionals, when appropriate, and following internal discussion

· Providing regular updates and internal reporting to team members, senior management and at Board level as required
· Attending both internal and client meetings, as and when required

· Providing support and assistance to internal colleagues and to other members of the legal team, as and when required
· Any other duties considered to be commensurate with the level of this role, which may reasonably be required of you.


PERSON SPECIFICATION
	Key Skills and Abilities

	· Works Collaboratively – a desire and ability to work collaboratively with colleagues; a team player with excellent interpersonal skills

· Quality Focus – attention to detail and a commitment to meticulous accuracy; checks work for mistakes and omissions

· Problem Solving and Innovation – self-starter, who uses their own initiative; actively provides solutions to problems
· Flexibility and Adaptability – flexible in approach to work; can adapt to changing work demands

· Planning and Organising – self-motivated; can prioritise to meet tight deadlines, whilst remaining calm; possesses excellent organisation and time management skills

· Communication – strong interpersonal and verbal and written communication skills; can convey information concisely and accurately; displays the confidence and ability to operate at all levels of an organisation
· Determination – drive to deliver agreed outcomes and raise standards of performance; ability to work independently
· Learning Ability – seeks self-development and welcomes opportunity to progress; is motivated to learn and apply knowledge to new situations, as well as share knowledge with the other legal team members and others in the organisation.


	Technical Capability / Qualifications

	· 3-4 years of solid experience as a data protection lawyer, with some prior in-house experience (not essential)
· Admitted as a solicitor/lawyer in England and Wales
· Experience of and a strong interest a wide range of data protection compliance and privacy laws – a must (this role can potentially later on develop into a Data Protection Office role)
· Self-starter and able to work autonomously but also approachable team player
· Excellent technical and drafting skills

· A working knowledge of Microsoft applications
· Bright, commercially minded and dedicated to delivering high quality service levels and legal solutions.


Total Compensation package / Benefits:

· Negotiable according to experience

· Hours - 35 per week – with additional hours as required, to meet the demands of the role, but in general more predictable hours than in private practice (what is important is that a job gets done as opposed to the hours you spend in the office/work remotely)
· 25 days holiday per year (Jan-Dec) plus 8 days public holidays
· Upon successful completion of your 3 month probation period you will be entitled to join the company’s Group Personal Pension Scheme, whereby BTL will match employee contributions up to 5%
· After your probation period you will be entitled to join the company’s Bupa Healthcare scheme, Medicash cash plan scheme, and Life Assurance Scheme (lump sum benefit, 2 x salary)
· Additional benefits include:
· Work from home policy by prior agreement with line manager
· Cycle to work scheme
· Techscheme
· MetroCard scheme
· Employee Assistance Programme.
· Social gatherings.

Award-Winning - we’re proud that our people, product, and company has won or reached the final stages of many prestigious awards locally, nationally, and internationally:
Awards, Affiliation & Membership - Surpass, Powering Assessment
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