JOB DESCRIPTION

Records Manager HARROW

SCHOOL

DEPARTMENT IT Services

REPORTS TO Director of IT

RESPONSIBLE FOR N/A

WORKING PATTERN 16 hpurs per week (your employment contract will give full
details)

ISSUE/REVISION DATE October 2026

BACKGROUND

Harrow School is one of the world’s most famous schools. Founded in 1572 by a local yeoman farmer, John Lyon,
under a Royal Charter granted by Queen Elizabeth |, it is located on a 324-acre estate encompassing much of
Harrow on the Hill in north-west London. Around 830 boys aged 13 to 18, who come from all over Britain and
across the world, live in the School’s 12 boarding Houses, and there are about 120 academic staff and over 500
support staff.

All members of staff work to a single, uniting purpose: to prepare boys with diverse backgrounds and abilities for a
life of learning, leadership, service and personal fulfiiment.

THE ROLE

The Records Manager supports Harrow staff in managing data records and ensuring legal compliance,
working within the framework of the Corporation and engaging with other schools in the group.

The postholder will liaise with external consultants to ensure that the School is compliant with UK GDPR
obligations. Duties include dealing with subject access requests, instructing the data controllers in the correct use
and storage of data, advising on the data retention schedule, overseeing consent procedures and preparing
reports on the School’s data processing and level of risk.



KEY RESPONSIBILITIES AND DUTIES

This job description reflects the core activities of the role and is subject to change as the department and the post
holder develop. The School expects that the post holder will recognise this and will adopt a flexible approach to
work. In addition, the post holder will be expected to undertake such other duties within the scope of the role as
may be required by the line manager.

UK GDPR AND DATA RECORDS

= Responds to Data Subject Access Requests in line with current legislation and regulations.

= Ensures that data in use remains up to date and is stored correctly or deleted as appropriate, by refining and
then applying the data retention schedule.

= Ensures the retention schedule is aligned with the Corporation group of schools, and is understood and
followed within the School.

= Records of processing activities (ROPA). Supports Heads of Department to keep accurate records of all data
processing activities within the School, detailing the purpose of the activity and making these records available
upon request.

= Completes the Data Protection Impact Assessments (DPIA) template for system, as required.
= Prepares reports and information on the School’s level of risk to data protection and processing performance.
=  Supports the efforts of the Data Management Group within Harrow School.

The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for
whom s/he is responsible or with whom s/he comes into contact will be to adhere to and ensure compliance with
the School’'s Safeguarding and Child Protection policies and procedures at all times. If in the course of carrying out
the duties of the post the post holder becomes aware of any actual or potential risks to the safety or welfare of
children in the School s/he must report any concerns to his/her line manager or the School’s Safeguarding Lead.

This position is subject to an enhanced check with the Disclosure and Barring Service in the event of a successful
application. Copies of the School’s Code of Practice and Policy on the Recruitment of Ex-Offenders is available
from the HR Team. It is an offence to apply for the role if the applicant is barred from engaging in regulated activity
relevant to children.

PERSON SPECIFICATION

QUALIFICATIONS, EDUCATION AND TRAINING

DESIRABLE
= Qualification or certification regarding UK GDPR.

KNOWLEDGE AND EXPERIENCE

ESSENTIAL
= Competent in the use of MS Office applications.

= Excellent IT skills using electronic document management.
= Experience of completing data processes for compliance requirements.
=  Familiar with applicable legislation.

DESIRABLE
= Experience in an educational institution.



SKILLS AND ABILITIES

ESSENTIAL
= Highly organised with excellent attention to detail.

=  Strong analytical skills.

= Forward thinking — anticipating change and planning to mitigate risk.

= Excellent stakeholder management with the ability to work with people at all levels.

= The ability to work independently and as part of a team.

= Committed to professional development and maintaining current legal knowledge relating to the position.
= An ability to prioritise and work to deadlines.

PERSONAL ATTRIBUTES

ESSENTIAL
= High levels of confidentiality and discretion.

= First class levels of judgement and pragmatism.
=  Friendly, approachable and able to build good professional relationships across the site.

SCHOOL VALUES AND BEHAVIOURS

All staff are expected to conduct themselves in line with the School’s values which are: Courage, Honour,
Humility and Fellowship. While the School’s values set out what matters most to us, the behaviours below are
intended as a shared set of expectations to refer to, and standards to aspire to, in our dealings with others. They
are the practical application of our values.

COURAGE

= We remain optimistic and purposeful in a disrupted world.

= We take responsibility for our decisions, even the hard ones.

= We always challenge poor behaviour in ourselves and others.
We are open to new ideas, and seek fresh challenges.

HONOUR

=  We keep our promises.

= We act with integrity — doing the right thing, even when it is difficult or when no one is watching.
= We respect and value our traditions whilst setting them in the context of today.

HUMILITY

=  We work hard to serve others within the School and across our wider communities where possible putting their
interests before our own.

= We give and seek honest and appropriate feedback, reflect on our failures and learn from them.

= We support each other through challenges and whatever the outcome, we celebrate those that took part.

FELLOWSHIP

=  We respect each other and value our differences, knowing that we are more effective and more resilient
working together.

=  We are kind and inclusive; we value the contribution that each of us makes.

=  We role model the behaviours that we would like to see in others; we ask only of others what we would be
prepared to do ourselves.



