Safeguarding in the Diocese of Carlisle:

The Church of England is committed to safeguarding as an integral part of the life and ministry of the Church.  In the Diocese of Carlisle, it is a key priority that we work together towards achieving our common vision, our commitment to a positive safeguarding culture, so that all our churches and worshipping communities can be places which are safer for everybody as well as being places of welcome.  Our Safeguarding Team is the key element in delivering on this commitment.
The Diocese of Carlisle is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. All post holders and volunteers are expected to share this commitment.
Each of our 250 parishes is run by its own Parochial Church Council (PCC) and is responsible for safeguarding locally.  The Diocese of Carlisle provides resources aimed at supporting, serving and overseeing the mission and ministry of these churches.  In seeking to be open and welcoming, we recognise that within congregations a wide range of individuals may include those who have been victims of abuse, or indeed those who have perpetrated abuse against others.

The pace of change in safeguarding in the Church of England context is high.  The Church is working hard to create new safeguarding structures that address past failures and ensure future confidence in safeguarding arrangements and decisions.  This has increased the oversight and scrutiny of our work from the National Safeguarding Team, and it is envisaged it will continue to do so moving forwards with the likely creation of a new national organisation overseeing the work we do locally.  We have also seen an increase in the volume and complexity of safeguarding casework as a result of increased awareness through training and communication channels.

The Opportunity:

Due to expansion of resourcing, we have an exciting opportunity for an enthusiastic Administrator to join our safeguarding team as a Safeguarding Administrator.  
ROLE DESCRIPTOR
PART 1

	JOB TITLE: Safeguarding Administrator (17.5 hours)

	REPORTS TO:  Diocesan Safeguarding Officer (DSO)

	DEPARTMENT:  Safeguarding Team

	PURPOSE OF ROLE:  Working closely with the Diocesan Safeguarding Team to provide a range of professional and effective administrative functions to help co-ordinate, plan and monitor all aspects of safeguarding work within the Diocese.   
             

	KEY ACCOUNTABILITIES: 
1. Provide administrative support to the Diocesan Safeguarding Team to develop, implement and maintain administrative systems, including effective tracking systems and data gathering.
2. Support the DSO with organising the implementation of Safeguarding training including advertisement, event booking, distribution and collation of pre work, gathering completed post work, producing training certificates and dealing with training related enquiries.

3. To ensure that the contact management system and other databases are accurate with safeguarding training information in a timely fashion.

4. Devise and maintain a calendar and schedule of safeguarding training certification, reminding clergy and church officers etc, when certificates / training expires, and work alongside the DSO to schedule sessions and send reminders to individuals.

5. Act as a point of contact for anyone with safeguarding issues, demonstrate the ability to relate to people across the whole social spectrum and to put people at their ease, and demonstrate the ability to show pastoral sensitivity and tact where appropriate. 

6. Ensure all enquiries are answered as soon as possible and seek advice from the DSO where any clarity is required.

7. Take minutes at formal meetings such as the Diocesan Safeguarding Advisory Panel (DSAP) and support the DSO in the preparation and distribution of papers relating to these meetings.

8. Support the DSO with the implementation of the Parish Safeguarding Dashboard / Audit system throughout the diocese and provide a point of contact for all related enquiries.

9. Assist in managing diaries for the Diocesan Safeguarding Team by organising core group, operational and strategic group meetings and similar.

10. Maintain a list of deadlines and monitor actions arising from the Safeguarding Strategic Plan and assist the DSO and DSAP Chair to deliver actions on time.

11. To deal with general telephone enquiries and requests for forms and information. 

12. Collate, record, and process data aimed at tracking performance in safeguarding.

13. This work will involve issues of a sensitive nature. The post-holder will therefore be expected to maintain complete confidentiality and integrity at all times. 

14. Participate in the annual review process and appropriate continuing professional development.

15. To undertake any other duties that may be required.



	PERSON SPECIFICATION                                                         PART 2

	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	

	TECHNICAL COMPETENCE 

	Technical Skills & Qualifications

	· Educated to A level, with A-C in English and Maths GCSE, or equivalent.

· Previous administrative experience gained in a relevant field e.g. medical or legal office, charity sector or with other statutory bodies, and including maintaining office systems. 

· Excellent organisational skills and ability to multitask. 

· Strong attention to detail and high level of accuracy. 

· Good spoken and written communications skills.

· Excellent people skills - friendly and approachable and able to work effectively with a range of internal and external people. 

· Self-motivated and able to work to a high standard with minimum supervision. 

· Strong IT skills, including an understanding of contact management systems (databases). 

· A flexible attitude, and able to use initiative to solve problems. 

· High level of professionalism, and able to demonstrate tact and discretion in dealing with sensitive issues.  The post-holder will be expected to maintain complete confidentiality and integrity at all times.


	· A relevant qualification. 

· Understanding of the structure, organisation, and culture of the Church of England. 

· The post may include a requirement to travel to meetings throughout the Diocese when required.  Own transport would be an advantage.




	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	

	TECHNICAL COMPETENCE 

	Technical Skills & Qualifications

	· A willingness to undertake relevant safeguarding training and identify other opportunities to assist with personal development. 

· Ability to work effectively within a Church of England context. 


	


	BEHAVIOURAL COMPETENCE
· A positive and flexible approach to work 

· Ability to use own initiative and manage time effectively

· Good organisational skills

· Tact and discretion for dealing with sensitive and confidential information

· Professional, calm and efficient manner

· Sympathy with Church of England ethos and values




	Benefits

	Salary
	£22,978.00 FTE pa (pro rata for part time employees)
(£11,489.00 pa for 17.5 hours per week)



	Pension
	a non-contributory, deﬁned contributions scheme (employer’s contribution is 15% of salary)


	Car
	mileage paid at 45ppm 


	Office provision
	Post based at Church House, Penrith

	Working expenses
	Funded as appropriate

	Other benefits


	· 34 days annual leave incl bank holidays (pro-rata for part time employees)

· 35 hrs a week flexi-time system in operation

· time off in lieu for additional hours worked

	
	Any offer of employment is subject to:

· Two references (one must be current employer)

· Health Check

· Right to work check

· Enhanced DBS check (for roles that are eligible)



