
Safeguarding Administrator 

Safeguarding team 

With its network of parishes covering the country, the Church of England plays an active role 

in national life, bringing an important Christian dimension to the nation, as well as 

strengthening community life.  The Church of England is arranged geographically into 41 

Dioceses, each under the care of a Bishop, and covers every part of England.  

The Diocese of York takes in much of North and East Yorkshire, an area which includes the 

cities of York and Hull, as well as Middlesbrough and Selby, two National Parks, and the 

incomparable Yorkshire coast.  We are a family of 579 churches and 125 schools across 442 

parishes.  We are led and guided in our faith and work by the Archbishop of York, Stephen 

Cottrell.  York Minster is our principal church.  

As a diocesan family, we are renewing our commitment to our vision and goals.  We are 

putting fresh energy into Living Christ’s Story, and delivering strategic programmes focused 

on our aims: becoming more like Christ, reaching people we don't currently, growing 
churches of missionary disciples, and transforming our finances and structures.

Safeguarding at the Diocese of York 

The Church of England is committed to safeguarding as an integral part of the life and 

ministry of the Church.  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.  We work hard to ensure 

that our churches are places of welcome - as well as places which are safe, including for 

children and vulnerable adults. 

Our Safeguarding team is the key element in delivering on this commitment.  Each parish is 

run by its own Parochial Church Council (PCC), and is responsible for safeguarding locally.  

Our small team of safeguarding professionals, based from our diocesan office at Clifton 

Moor in York, provides advice, resources and training in support of the mission and ministry 

of the clergy and churches in the parishes. 
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The Opportunity 

We currently have an opportunity for an experienced and motivated administrator to join 

the team.  Working flexibly as part of the wider diocesan administrative team reporting to 
the Office Manager, the purpose of the role is to provide important organisational support to

our Safeguarding function. 

The role principally involves maintaining office systems in support of the work of the 

Safeguarding Advisers, and organising and minuting core groups and meetings of the 
safeguarding governance bodies.  The role also involves processing safeguarding checks

through the Disclosure and Barring Service (DBS) for the diocese and for parishes, advising 

on process and flagging issues on certificates as required. 

To be successful in the role, you will be a highly organised individual used to working in a 

busy office environment.  Ideally you will have prior experience of working in a safeguarding 

context.  You will have very good people skills, and be capable of working with a high degree 

of professionalism, discretion and sensitivity. You will have empathy with the Christian faith, 

and be able to work effectively within the culture and structures of the Church of England.  

Job Description 
• Maintain office systems for the Safeguarding team.

• Assist in managing diaries for the Safeguarding team.

• Organise core group, operational group, and strategic group meetings and similar.

• Prepare and circulate papers before and after safeguarding meetings.

• Take minutes at safeguarding meetings.

• Act as the key contact for 31:8 and process all DBS applications for the Diocese of York.

Liaise with applicants and parish representatives to ensure documentation is correct.

• Notify relevant stakeholders regarding the outcome of DBS checks, and advise / deal with

issues as appropriate, including the triage of blemished DBS disclosures.

• Maintain systems for keeping track of DBS checks, including triggering notifications to

stakeholders when checks fall due.

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

• Deal with queries about the DBS process.

• 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.

• Deal with recycling and confidential waste.

• 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.

• Contribute to the wider work of the safeguarding team, and to the wider work of the

diocesan administrative team, providing cover and support as required.

• Contribute to the wider work of the Diocese, attending relevant meetings and

contributing to other initiatives.
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 Participate in the annual review process and appropriate continuing professional

development.

The job description provides an outline of the key responsibilities of the post and is not 

intended to be an exhaustive list.  The post-holder may be asked to undertake any other 

relevant duties appropriate to the post and  / or drawing on the skills and gifts of the post-

holder. The job description may be amended over time, in consultation with the post-holder, 

in order to meet the needs of the Diocese. 

Person Specification 

Essential 

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

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

3. Excellent organisational skills; self-motivated and able to work to a high standard with 
minimum supervision.

4. Strong IT skills, including an understanding of contact management systems

(databases).

5. Strong attention to detail.

6. Good spoken and written communications skills.

7. Good people skills; friendly and approachable and able to work effectively with a 
range of internal and external people.

8. High level of professionalism, and able to demonstrate tact and discretion in dealing 
with sensitive issues.

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

10. Empathy with the Christian faith, and able to work effectively within a Church of 
England context in support of its mission and ministry.

Desirable 

11. A relevant qualification.

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

The post includes a requirement to travel to meetings throughout, and sometimes beyond, 

the Diocese when required, and to work flexibly outside of office hours as the needs of the 

post dictate.  Own transport would be an advantage. 
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Summary of Terms and Conditions 

Employer 

Line Manager 

DBS Disclosure 

Probationary Period 

Location 

Hours 

Salary 

Pension 

Holidays 

Mileage 

Non-contractual Benefits 

Employee Benefits 

Pastoral Care 

The York Diocesan Board of Finance (YDBF) 

Executive Assistant to the Diocesan Secretary and Chief Executive 

A DBS check is required for this post 

Appointments are subject to a 6 month probationary period 

The post is based at the diocesan offices at Clifton Moor, York 

The post is full-time, 35 hours per week   

The post holder will be required from time to time to attend 

meetings outside normal working hours subject to time in lieu. 

Many of the duties require travel within the Diocese of York, and 

on occasions, elsewhere in England 

An appointment will be made at Grade 7.  Starting salary will be 

around £21,000, depending on experience. 

The YDBF offers a contributory pension scheme (“the Scheme”) 

organised by the Church of England (the “Church”) Pensions Board. 

For each 1% of contribution paid by the employee, up to a 

maximum of 7%, the employer will pay a contribution equivalent to 

double the amount 

In addition to the eight Bank and Public Holidays, DBF employees 

are entitled to 5 weeks annual leave in any year   

A mileage allowance will be paid in respect of journeys undertaken 

in connection with the duties of the post (currently 45p per mile 

for the first 10,000 miles) 

Non-contractual benefits currently offered to include eye care 

vouchers, a cycle to work scheme, and a scheme offering discounts 

with a range of high street and online retailers, supermarkets, 

restaurants and leisure providers 

Our Diocesan Adviser and Coordinator of Pastoral Care offers the 

space to talk through pastoral, professional or personal matters and 

can provide or arrange counselling and / or mediation if required 




