
Data Protection 
Coordinator







Job Title: Data Protection Coordinator 

Job Code: WT0413
Salary: £3088.50 per annum
Contract: Full-Time, Permanent
Reports to: Data Protection Specialist
Department: Finance, Risk & Assurance 
Location: Hybrid

Our Working from Home (Hybrid working) policy is flexible and the frequency of time spent 
working between your contracted office and your home will vary across teams and job roles.



Main purpose of the job

The Data Privacy Coordinator will support the Data Privacy Specialist to facilitate the Woodland Trusts 
compliance programmes and obligations under UK GDPR compliance. This also includes but not limited 
to the UK GDPR, PECR, Fundraising Regulation and Cyber Security.  

Key Responsibilities:

• Assist with the coordination of data privacy audits to promote organisational adherence to data 
privacy controls. 

• Support the Data Protection Specialist to delivery the Data Protection Action Plan – working with 
relevant colleagues across the Trust.

• Manage the shared email addresses for data privacy, responding to internal and external requests for 
information including but not limited to enquiries in a timely manner and in line with data privacy 
KPI’s. 

• Support with identifying opportunities for continuous improvement of data protection.

• Maintaining and monitor business systems for compliance, for example data security incident 
procedures to ensure timely reporting of data breach incidents or notifications.



• Support with drafting and updating relevant policies and procedures for approval.

• Support employees to complete DPIA/Q’s/LIA’s providing information, advice and guidance. 

• Support with the completion and timely delivery of individual rights requests to promote the Trusts 
adherence to UK GDPR timelines for delivery. 

• Support with timely responses to any breaches, following appropriate processes and liaising with 
internal and external contacts as necessary. 

• Raising employee awareness of the UK GDPR and data protection principles, promoting a greater 
understanding and culture for data privacy and data protection such as identifying, creating and 
communicating training needs.

• Support the Data Privacy Specialist with the creation and delivery of Data Protection KPI reporting, 
highlighting to Executive Leadership Team data privacy governance.

• Cover data privacy tasks in the absence of the Data Privacy Specialist to ensure consistent support 
to the Trust.

• Any other tasks that may be required within the remit of responsibilities for the role. 



• Collaborate with purpose – 
collaborating  effectively with 
others where it will add value and 
result in clear and positive impact.

• Build relationships  – being 
approachable and developing 
positive relationships. Making 
connections internally and 
externally to pursue shared goals, 
expand learning opportunities and 
grow influence. Help others to 
connect and nurture positive 
relationships,.

• Communicate Effectively – being 
clear and adapting 
communication styles to connect 
with others effectively.

• Be able to challenge – showing 
courage and ability to challenge, 
be challenged and respond to 
challenge constructively to enable 
us to keep improving how we 
deliver on our strategic goals

• Reflect and learn – taking 
opportunities to reflect, learn and 
improve.

• Create meaningful change – 
being willing and able to shake 
things up and bring about change 
where needed for the good of the 
cause.

• Take effective decisions – 
balancing considered, evidence-
informed decision taking and 
quick, decisive action depending 
on the situation

• Adapt – being proactive and 
flexible; able to take on board 
new information and respond 
effectively to a changing internal 
and or external environment.

• Prioritise for impact – building 
visions/ strategies/plans that 
have a clear purpose, set of 
outcomes, monitoring and 
evaluation and activity that is 
prioritised based on the impact 
they will have.

• Deliver results – getting work 
done in a way that is 
environmentally, financially and 
ethically sustainable, is 
considerate of people’s wellbeing 
and always considerate of the 
broader impact.



You’ll have 
experience 

Of data protection with experience of broader business compliance. E Application/interview

Consistently conducting the role independently and with integrity E Application/interview

Establishing and maintaining a high degree of confidentiality, respect, trust and 
credibility at all levels. E Application/interview

Using Microsoft packages, using historical and creating new documents as well as 
updating organisational registers. E Application/interview

Assisting with producing quality reporting. E Application/interview

Delivering coaching and training to colleagues D Application/interview

Collaborating and communicating with internal and external stakeholders E Application/interview

You’ll need to 
know

About Data Privacy legislation including but not limited to UK GDPR, PECR, DUAA, 
DPA E Application/interview

How to priorities and organize, planning your time effectively. E Application/interview

About individual rights requirements and expectations E Application/interview



You’ll have a 
desire to

Grow together Communicate effectively 
Build relationships E Interview

Explore Be able to challenge
Be able to reflect and learn E Interview

Focus Adapt and prioritise for impact
Make effective decisions E Interview

Make it count Support delivering results E Interview

You’ll be 
qualified in The BCS Foundation D Application/Onboarding

You’ll be 
subject to Pre-employment checks including Right to Work and confirmation of employment 

history (3-years). E Onboarding
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