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JOB PROFILE
Job title:   		Safeguarding Administrator
Grade:			£23,885 to £24,260 per annum, Band 3
Accountable to: 	Safeguarding Manager
Responsible for:  	Delivering an excellent service to customers whilst maintaining confidentiality, this role is primarily providing administrative support for Safeguarding, and as such confidentiality and professionalism are vital in this role.


General Duties and Responsibilities 
•	To contribute to the strategic direction and operational effectiveness of the College 
•	Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college
•	Deliver on key performance indicators across the College, aiming to deliver continuous improvement 
•	Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies
•	To proactively promote Safeguarding practice, EDI, Health and Safety and the well-being of all our students and staff 
•	To complete and remain up to date with Mandatory Training
•	To participate in the College Professional Development and Review (PDR) Scheme  

Specific duties and responsibilities

1. To carry out a wide range of administrative duties providing effective support to the Safeguarding team, ensuring appropriate confidentiality at all times. 
2. To monitor e-Safe referrals on a daily basis, refer appropriately and follow up on outstanding concerns.
3. Provide administrative support for safeguarding, by providing reports, arranging and note taking at  meetings and maintaining confidential records
4. Maintain the Safeguard system, e-Safe and other confidential records as and when required.

5. To act as the main contact for those who disclose an unspent criminal conviction, pending court case, those on probation or those serving a non-custodial sentence or those with any orders.

6. To act as main contact to schools and educational providers so that Safeguarding files can be managed and collected for new students that will be joining college. 

7. To be the main point of contact for youth offending teams, probation officers and futures staff to receive risk assessments and deal with queries

8. To administer the Single Central Record and ensure that filing systems are up-to-date and records are deleted in line with GDPR and Data Retention guidelines. 

9. Oversee the referrals for those disclosing a criminal conviction, in a professional and confidential m manner, including follow up of actions and maintaining records

10. To undertake any other general admin duties which are appropriate to the role.

11. Participate fully in team and general staff development events and identify personal professional development needs.


12. Collaborate with other colleagues across the college to share best practice and ensure that our service meets the needs of customers.


NOTE

This job profile provides an overview of the principle duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.

This job profile does not form part of your contract of employment.









						PERSON SPECIFICATION
	Role:  Wellbeing and Safeguarding Administrator
	E/D
	A
	I
	T

	Qualifications:  

	1
	A good general standard of education (level 2 or above)
	E
	X
	
	

	2
	Hold a minimum Level 2 qualification in Maths and English, and have well developed IT and keyboard skills

	E
	X
	
	

	Experience and Skills:

	3
	Work in an educational administration environment
	E
	X
	X
	

	4
	Have experience of delivering several different tasks at once and meeting tight deadlines.
	D
	X
	X
	

	5
	A working knowledge on a range of Microsoft Office packages, in particular Word and Excel.
	E
	X
	X
	

	6
	Ability to deal with matters in a confidential and discreet manner
	E
	X
	X
	

	7
	Use initiative and contribute ideas to improve processes and working 
	E
	X
	X
	

	8
	Proven team working skills
	D
	X
	X
	

	9
	Understanding of GDPR
	E
	x
	x
	

	10
	Ability to organise own workload and prioritise tasks, and make careful judgements around situations involving risk
	E
	X
	X
	

	11
	Excellent communication and interpersonal skills.
	E
	X
	X
	

	12
	Ability to work using high levels of accuracy and attention to detail.
	E
	X
	X
	

	Personal Attributes: 

	13
	Able to work effectively as a member of a team
	E
	
	X
	

	14
	A respectful and inclusive attitude to learners and colleagues
	E
	
	X
	

	15
	Deal with people and situations in a patient, objective and good-humoured manner
	E
	
	X
	

	16
	Commitment to quality  and excellence through evidence of  continuing professional development
	E
	X
	X
	

	17
	Demonstrates a knowledge and understanding of Safeguarding / Child Protection issues and the criminal justice system relevant to the post
	E
	

	X
	

	Equality of opportunity:

	18
	A commitment to uphold and promote Equality of Opportunity 
	E
	

	X
	





KEY:
	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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