
 



 



 



 



 

Data Protection Officer 
Location: Twinkl HQ, Sheffield 

Annual Salary: £18,000 - £19,000 

Hours: 37.5 hours/week 

Contract: Permanent 

Job Description 

specifically GDPR regulation. The role covers all areas within the company. This is an exciting opportunity for a 

capable and ambitious person to take on a key role in a growing, multi-national company.  

• To monitor compliance with the GDPR and other data protection laws, including managing internal data 
protection activities, advise on data protection impact assessments; train staff and conduct internal audits; 

• Carry out internal compliance audits; 
• Liaise with and act as the point of contact for the data protection supervisory authorities; 
• Build and maintain audit trials, policies, documentation and the risk and controls structures; 
• To be the point of contact for individuals whose data is processed (employees, customers etc.); 
• Implement processes to manage compliance efforts across the business which provide a pragmatic and 

balanced approach to compliance and business; 
• Oversee the maintenance of records required to demonstrate data protection compliance; 
• Lead a data incident response and data breach notification procedure; 
• Provide updates on the data protection compliance programme to the Executive and Management Team as 

appropriate; 
• Review existing policies and procedures, identifying gaps and making enhancements where needed to 

mitigate identified risks; 
• Maintain current knowledge of laws and regulations, keep abreast of recent changes. 

Core Skills: 
• Confident presentation skills; 
• Experience drafting and implementing new policies and procedures; 
• Ability to liaise and work closely with senior staff members; 
• Experience understanding and monitoring regulations; 
• Understanding of risk, with the skills and experience to conduct and monitor risk assessments across 

multiple departments; 
• The ability to provide clear advice and direction even when faced with competing demands and short 

deadlines; 
• Knowledge of global and national data protection laws and practices, as well as the European General Data 

Protection Regulation (GDPR). 

Beneficial but not essential: 
• Knowledge of the UK educational market. 

Soft Skills: 
• Is good fun to be with and has the ability to communicate well with others; 
• Is organised, able to work to deadlines, and manages time effectively; 
• Is able to communicate with colleagues and our external partners effectively, both written and verbally; 
• Has a hard work ethic, is passionate, driven and loves what they do; 
• Is honest, trustworthy and reliable; 
• Produces quality work and is ready to learn new skills. 

Qualifications & Exper ience: 
• A degree level qualification in a related subject. 

 



 

 


