
 

  

 

EMPLOYER: Portsmouth Diocesan Board of Finance (PDBF) 
 
JOB TITLE: Safeguarding Co-ordinator                 EVALUATION GRADE: 14 

 

 

BACKGROUND 
The strategic framework for the diocese is established in our Live|Pray|Serve strategy which sets 
out the priorities for the diocese.  Through these commitments, we plan for the diocese to grow in 
depth, impact and number.  All work to fulfil those commitments is driven and informed by our 
diocesan values of being courageous, collaborative, generous, resourceful and pioneering. Those 
values shape how we approach our work both collectively and as individuals. 
 
PRIMARY PURPOSE 
To support and co-ordinate the work of the Diocesan Safeguarding Team, including the Diocesan 
Safeguarding Manager, the Diocesan Safeguarding Trainer, and the Safeguarding Advisors 
through administration and office support. 

To contribute to the development and implementation of safeguarding projects, policies, 
procedures and practice standards. 
 
RESPONSIBILITIES & PRINCIPAL TASKS 
1. To provide administrative support to, and co-ordinate the work of, the Diocesan Safeguarding 

Manager, Diocesan Safeguarding Advisers and Diocesan Safeguarding Trainer, to ensure 
efficiency across safeguarding data, information and services. 

 
2. Promote awareness of safeguarding policy and good practice, and act as an initial point of 

contact for visitors, church officers, etc., ensuring that all requests are responded to 
appropriately and efficiently. 

 
3. Support the team in the preparation and distribution of papers relating to formal meetings. 

Take minutes when required and work with the DSAs and others in following up actions. 
 
4. Support the DSAs in implementing and communicating any policy changes, new guidance 

and/or legislation, and alert them of approaching deadlines, updates or actions in regard to 
this. 

 
5. Co-ordinate the arrangements for safeguarding training and internal and external meetings, 

including bookings, venues, catering, materials, etc.  
 
6. Act as the point of contact for Disclosure and Barring enquiries, sign-posting people to the third 

party service provider. 
 
7. Ensuring compliance for DBS and training within the parishes and raising any issues to the 

Safeguarding Team Manager and Safeguarding Team Trainer.  
 
8. Act as the point of contact for parishes in relation to completion of the Parish Safeguarding 

Dashboard. This includes assisting and supporting them around any issues.  



 

 
9. Ensuring compliance of the Parish Safeguarding Dashboard and raising any issues to the 

Safeguarding Team Manager. 
 
10.  Maintain accurate records via casework, DBS and training systems, ensuring confidentiality 

and security of information at all times.   
 
11.  Assist with the production of safeguarding communications and the preparation and 

distribution of other safeguarding publications as required. 
 
12.  Contribute to the provision of accurate, comprehensive and high quality information on the 

safeguarding website page. 
 
13.  Support the team in gathering data and producing reports on safeguarding issues and trends. 
 
14.  Manage invoices and order stationery supplies as needed, and ensure all filing is kept up to 

date. 
 
15.  Escalate any safeguarding issues to the DSAs as appropriate to ensure appropriate action is 

taken. 
 
16.  Undertake other tasks as may reasonably be required by the Diocesan Safeguarding Team. 
 
ACCOUNTABILITY 
This post is responsible to the Diocesan Safeguarding Adviser 

AUTHORITY 
 
ORGANISATIONAL STRUCTURE & RELATIONSHIPS  

 
 
 

 

           Diocesan Secretary 

Diocesan Safeguarding Adviser  Diocesan Safeguarding Adviser  

 

Safeguarding Co-ordinator 

Diocesan Safeguarding Trainer 

Diocesan Safeguarding      
Manager 

  
Safeguarding Co-ordinator 



 

Key Collaborations: 
Diocesan Safeguarding Manager 
Diocesan Safeguarding Advisers 
Diocesan Safeguarding Trainer 
Parish Safeguarding Officers 
 

COMMITTEE ROLES & RESPONSIBILITIES 
LINKED & ASSOCIATED ROLES 
 

PERSON SPECIFICATION ESSENTIAL / DESIRABLE 
Qualifications required:  

 Relevant professional qualification or equivalent (for 
example, social care or criminal justice), with current 
professional registration where applicable. 

 An understanding of the Diocese of Portsmouth – its 
geography and culture 

 An awareness of the impact of theology on the church and its 
organisation. 

 Extensive experience of the administrative processes 
involved with case reviews   

   Core understanding of Church of England structures and 
safeguarding policies and practice guidance. 

 

 
Essential 
 
 
Desirable 
 
Desirable 
 
Essential 
 
Essential  

Level of Experience 
 

  Administrative experience of applying policies, procedures 
and good practice in relation to the safeguarding and 
protection of children/adults;  

 Experience of completing statutory risk assessments; 
 Detailed knowledge of and experience of applying 

safeguarding legislation, guidance and best practice; 
 Experience of recording information accurately and providing 

reports in a timely manner. 
 Experience with completing assessments, care and support 

plans, risk assessments and completing case recording to a 
high standard and in a timely way. 

 Understanding of and ability to apply excellent Safeguarding 
and risk management practices  

 

 
 
Essential 
 
 
Desirable 
Essential 
 
Essential 
 
Desirable 
 
 
Essential 

Key Skills 
 Understanding of the safeguarding field  
 Strong verbal communications skills and ability to produce 

clear written records and reports; 
 Ability to work collaboratively with a range of stakeholders  
 Demonstrable ability to be part of and contribute to a wider 

team as part of a large national institution and to work 
collaboratively with specialist and non-specialist colleagues;  

 
Essential 
Essential 
 
Essential 
Essential 
 
 
 
 



 

 Ability to deliver or contribute directly to the delivery of 
safeguarding training to safeguarding professionals as well as 
other stakeholders. 

 Confidence and ability to work with senior people at a 
diocesan level, including senior church leaders, external 
safeguarding experts and other stakeholders. 

 A proven ability to maintain the highest standards of 
confidentiality and work sensitively with those affected by 
safeguarding issues. 

 Your beliefs and values  reflect our Diocesan Strategy. 
The Diocese of Portsmouth is committed to building an 
inclusive, personal, fair, and diverse environment where 
belonging, equality, diversity, and inclusion are promoted 
and treasured. We welcome applications from candidates of 
all backgrounds. 

 

Desirable 
 
 
Essential 
 
 
 
Essential 
 
 
Essential 

  
  


