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SAFEGUARDING ADMINISTRATOR (28 hours per week)
JOB DESCRIPTION

PURPOSE

To provide administrative support to the Diocesan Safeguarding Team, an integral role in enabling the diocese to fulfil its responsibilities in safeguarding the welfare of children and vulnerable groups.  
REPORTING TO

The Diocesan Safeguarding Officer
KEY CONNECTIONS

· Diocesan Safeguarding Officer
· Assistant Diocesan Safeguarding Officer

· Diocesan Secretary
· Diocesan Safeguarding Trainer and Training Co-Ordinators
· Independent Chairman and members of the Diocesan Safeguarding Advisory Panel
· Bishops’ and Archdeacons’ Executive Assistant
· Parish Safeguarding Officers

· Safeguarding Trainers
· Diocesan Communications staff
· DDC (Due Diligence Checking) Ltd
KEY RESPONSIBILITIES

· To be a first point of contact for the general safeguarding enquiries received via telephone and the generic safeguarding email inboxes. 

· To be responsible for the administration relating to Lay and Clergy DBS checks. 
· To provide administrative support to the Diocesan Safeguarding Trainers. 
· To ensure that relevant safeguarding records are kept up to date in relation to DBS checks and Safeguarding training. Liaising with the Bishop’s Office regarding the maintenance of Clergy confidential ‘blue files.
· In liaison with diocesan communications staff, to assist with updating the safeguarding pages on the diocesan website as required.    
· To assist with the creation and revision of relevant safeguarding documents, policies and procedures, as from time-to-time may be required in support of the Diocesan Safeguarding Officer (DSO) and the Diocesan Secretary.
· To send mailings to the relevant parish officers as from time-to-time required in keeping parishes updated regarding their safeguarding responsibilities.

· To minute the meetings of the Diocesan Safeguarding Advisory Panel and Safeguarding Team Meetings.
· To assist with opening of post as and when required
This list of responsibilities is not exhaustive and the post holder may be required to undertake other duties of a similar nature as may from time to time be required.
PERSON SPECIFICATION
Qualifications/Knowledge and Experience
	ESSENTIAL
	DESIRABLE

	Qualifications/Knowledge and Experience

	· Experience of working in a business support role and customer-focused environment.
· Experience of using Microsoft office applications.

	· An understanding of how record keeping forms the basis for the collection of accurate data on which the work and resources of  the team are  based. 

	· First-hand knowledge and experience of managing and using of databases.
	· Knowledge of Church structures.

	· Experience of working both collaboratively and independently on a variety of projects at any one time towards common goals.
	· An understanding of GDPR and Data Protection.

	Skills and Abilities /Aptitudes

	· Excellent organisational skills and ability to manage and prioritise a variety of competing demands.
	· Understanding and supportive of the work and mission of the Diocese, and the importance of good information in serving it.

	· IT proficient with the ability to learn new systems quickly and effectively.
	· Working with volunteers.

	· Excellent interpersonal skills and enthusiasm to develop effective working relationships with a broad range of internal and external stakeholders, demonstrating good diplomacy skills.
	· Able to be innovative and an ‘out-the-box’ thinker when seeking solutions to enquiries or problems.

	· Understanding of the use of Microsoft Teams and Zoom.
	

	Work-Related Personal Qualities

	· Self-motivator, comfortable working independently and happy to collaborate as needed
	· A desire to understand the context and purpose of the information being received.


GENERAL INFORMATION

About Us

The Diocese of St Edmundsbury & Ipswich has 445 parishes in 129 benefices and serves approximately 660,000 people living in a geographical area of more than 1,400 square miles. 

The Diocesan Board of Finance serves and supports our parishes and schools offering the people of Suffolk the opportunity to encounter God and grow in Christian faith.  We strive to do this in providing service and support in line with our values of Respect, Transparency, Quality and Well-being.

	Salary
	The post is pro rata at Band C1 of the St Edmundsbury & Ipswich Diocesan Board of Finance Salary Scales currently £17,440 per annum (FTE £21,800 per annum). 

	Term
	Permanent



	Pension provision
	If eligible Membership of the Church of England Pension Builder 2014 Scheme following completion of probation period.



	Hours of work
	28 hours per week, worked flexibly hours and days to be agreed with the Manager.


	Holidays
	25 days paid leave in addition to the usual public holidays plus Discretionary days at Easter and Christmas 

	Probation Period
	Six months during which time progress is regularly reviewed and the period may be extended.



	Notice period
	During probation 2 weeks and thereafter 1 month 



	Place of work
	The postholder will be based at the Diocesan Office, St Nicholas Centre, 4 Cutler Street, Ipswich IP1 1UQ. 

	Other
	


NOTES: The current main duties and responsibilities of this post are outlined in the job description. The list is not meant to be exhaustive.  The post-holder is expected to carry out other related duties that are within the employees’ skills and abilities, commensurate with the post’s banding and whenever reasonably instructed.

For an informal conversation please contact: Karen Galloway Diocesan Safeguarding officer, on 07785621319
Application packs available from: Diocese of St Edmundsbury & Ipswich Website Vacancies - Diocese of St Edmundsbury and Ipswich (cofesuffolk.org)
Please note:  Applications will only be accepted on our DBF application forms.  Please do not apply directly from online jobsites or send CVs.  
Applications marked ‘Confidential Application’ to be sent to: 
email - HR@cofesuffolk.org or by post to Diocesan Office, St Nicholas Centre, 4 Cutler Street, Ipswich IP1 1UQ. 
Closing Date for Applications:  27 March 2023
 
Interview Date: 
11 April 2023



