
 

National Botanic Garden of wales 

Job Brief – Compliance Officer (Data Protection Officer) 

Post Title Compliance Officer (Data Protection Officer) 

Hours 21 hours, days to be agreed 

Salary Up to £11,200 (prorata £20k FTE) depending on experience 

Department Administration 

Reports to Head of Finance 

Responsible for Data Protection and other compliance matters 

Location Based at the Botanic Garden, Llanarthne, Carmarthenshire 

 

Introduction and Role 

The National Botanic Garden of Wales opened in May 2000 and is one of Wales’ most iconic visitor 
destinations. The Garden is diversifying its activities to improve its commercial performance, drive 
up footfall and capitalise on the assets of its 568 acre estate. The Garden is set within a Registered 
Historic Parkland, contains a National Nature Reserve and a working, organic farm. The Garden is an 
economic anchor organisation for west Wales, and supports economic growth and prosperity in an 
area which continues to be one of the most disadvantaged in Europe. 

The Garden has launched a Programme for Growth to maximise the commercial potential of its 
assets to generate income to re-invest in its core mission of research and conservation. The Gardens’ 
internationally important plant collections, world-renowned Great Glasshouse and varied 
programme of year-round events provide enduring appeal, attracting over 160,000 leisure visitors 
annually. 

To increase capacity the Garden is recruiting a compliance officer to support the management team 
with administration and reporting related to statutory compliance matters, primarily relating to Data 
Protection and GDPR, but also recording and reporting for the Welsh Language Standards Act. The 
post-holder will be the designated Data Protection Officer for the organisation. 

You will have experience in Data Protection administration with evidence of excellent numeracy and 
literacy skills, and have a proven track record of engaging with a diverse work force to achieve 
results. Together with generally strong IT and keyboard competence, you will be confident using 
diverse packages and data management systems. 

Good communication skills, both interpersonally and in writing, will be essential to motivate and 
influence others resolving challenges and communicating solutions effectively. Fluency and 
confidence in written and spoken Welsh is highly desirable, in addition to an interest and enthusiasm 
for the purposes and objectives of the National Botanic Garden of Wales. 

OUTLINE DETAILS OF APPOINTMENT 

This is a part-time post, starting from the soonest date which can be arranged.   Standard hours of 
work are 21 hours on days to be agreed, or as required to meet the organisation’s needs.  Weekend 
work is likely to be required on an occasional rota basis. The salary is dependent on qualifications, 
track-record and competence. 

You are encouraged to explore the Garden web site to find out more about us and what we do. 

It is essential in your application that you provide evidence and proven examples showing 
specifically how you meet each of the selection criteria of the job requirements. These competencies 
will be further developed and discussed in detail with those candidates invited to interview. 



Informal enquiries are welcome and should be directed to Janine Oram at: (01558) 667153 
janine.oram@gardenofwales.org.uk 

Applications, in the form of a cover letter and CV clearly showing how you meet the criteria and 
current salary should be sent, preferably as electronic copy, to Janine Oram 
(janine.oram@gardenofwales.org.uk) by Thursday April 5th.   Interviews are currently planned for 
Thursday April 12th. 

 

JOB DESCRIPTION 

Hours: 21 per week 

Location: National Botanic Garden 

Reports to: Head of Finance, with additional reporting to Head of Marketing 

Salary: £11,200 (£20,000 pro rata) 

Key Tasks 

This post is key in supporting the senior management team meet statutory reporting and compliance 
requirements in Data Protection, Welsh Language Standards, and other areas a required. Key 
responsibilities are: 

Data Protection 

 Review the Garden's Data Protection Policy to ensure compliance with new regulations 

 Produce ‘best practice’ guidance material for staff 

 Manage Data Protection Compliance 

 Educating the company and employees on important compliance requirements 

 Training staff involved in data processing 

 Conducting audits to ensure compliance and address potential issues proactively 

 Serving as the point of contact between the company and GDPR Supervisory Authorities 

 Monitoring performance and providing advice on the impact of data protection efforts 

 Maintaining comprehensive records of all data processing activities conducted by the company, 
including the purpose of all processing activities 

 Interfacing with data subjects 

Welsh Language Standards 

 Support the Head of Marketing with administration and record keeping relating to the Welsh 
Language Standards Act 

 Produce ‘best practice’ guidance material for staff 

General 

 Assist with reviewing all policies on a rolling basis to ensure continued compliance 

 Support departments with administration and record keeping for other statutory requirements 
as required from time to time 

 Ensure adequate records are kept for reporting purposes and appropriate reports are prepared 
and submitted on time for the above areas 

 Compile relevant data and provide reports to the Senior Management Team on statutory 
compliance matters as required 
 

 

 



Person Specification and Selection Criteria 

 

Criteria and Evidence Expected Method of 
Assessment 

Education/Qualifications 

Knowledge/Experience 

Competencies/Abilities 
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Essential Criteria 

1 Educated to A Level or equivalent (minimum of 2 A-C grades) with a 
minimum of five years relevant experience, or Hons Degree with three 
years relevant experience. 

√ √  

2 Relevant experience in similar statutory compliance role. √ √  

3 An excellent standard of computer literacy and competence in 
Microsoft Office programmes including email, Word and Excel. 

√ √ √ 

4 Good oral, written, and interpersonal communication skills, including 
the ability to deal with experts and non-experts at all levels across the 
organisation and in external organisations 

√ √ √ 

5 Evidence of a good understanding of Data Protection matters and 
experience of working in a Data Protection role. 

√ √ √ 

6 Demonstrate knowledge and capability in drafting documents, forms 
and reports. 

√ √ √ 

7 Demonstrate an organised and methodical approach to work 
including forward planning. 

√ √ √ 

8 Ability to follow instructions and to work under own initiative as well 
as evidence of being an effective team player with a “can-do” 
attitude.   

√ √ √ 

9 Be in possession of a valid full UK Driving Licence. √ √ √ 

Desirable Criteria 

1 Willingness and ability to work flexibly as needed. √ √  

2 Experience of working in a tourist attraction, membership 
organisation, or other similar environment. 

√ √  

3 Experience working in/with the public and private sector √ √  

4 Evidence of working with other statutory compliance issues √ √  

5 Fluency in written and spoken Welsh (Highly Desirable). √ √  

 

 

 

 


