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Summary of Main Responsibilities
Responsible for provision of training, information and support on safeguarding practice.
Main Areas of Responsibility
Training and information
· Design and deliver information/training to meet identified training needs.
· Provide information and support in response to safeguarding enquiries and provide follow up where necessary.
· Co-ordinate Keeping Adults Safe training across N Ireland and through existing structures: 

1. Work with Local Adult Safeguarding Partnerships (LASPs) to agree a schedule of regional training to meet adult safeguarding needs for the voluntary, community and independent sectors.

2. Work with the Administrative Officer to set up the regional training programme.
3. Match Keeping Safe trainers to training delivery.
4. Promote the Keeping Safe training programme regionally.
5. Coordinate requests for training, signposting to training or arranging new courses
6. Coordinate, evaluate and track training delivery and all post training tasks eg monitoring and evaluation, certificates, invoicing
· Provide support and information to Keeping Safe trainers, facilitating meetings and ensuring all resources are available to them.
· Support relationships with key partners and networks eg Local Adult Safeguarding Partnerships (LASPS) 

· Implement quality assurance strategy and guidelines and maintain register of trainers 

· Input to regular review and evaluation of Keeping Safe training programme and Volunteer Now Keeping Safe Strategy
· Provide update/progress reports as required

Operational Contribution

· Liaise and work closely with other team members to maximise the impact of the work

· Contribute to organisational planning, particularly in relation to relevant areas of work.

· Contribute to effective teamwork within the Safeguarding Team and across the organisation.

· Implement agreed systems for measuring, monitoring and reporting performance against key performance indicators and outcomes.

· Represent Volunteer Now as appropriate.
Business Development

· Proactively identify opportunities to develop additional opportunities for income generation within Volunteer Now Enterprises Ltd.

· Proactively identify, seek out and build appropriate partnerships.

· Identify opportunities for improvement across the business unit.

· Contribute to delivery of organisational services e.g. training, information, assessments etc. within Volunteer Now Enterprises Ltd
Other duties

· Contribute to effective communication across the organisation.

· Work within and contribute to the aims and objectives of the organisation.

· Undertake such other reasonable duties as may from time to time be required.

PERSON SPECIFICATION


Location: 
Office base will be Belfast with flexibility to work from other Volunteer Now office in line with our agile working policy (may be required to travel to other locations as necessary).
Contract of Employment:          Fixed Term up to 31 March 2021
Salary:                                       
£24,174 - £27,668 p.a. (pro-rata)                                                                                             

Hours of Employment:
25 hours per week exclusive of meal breaks (reasonable hours outside of this may be required to fulfil the obligations associated with the post).
Travel & Subsistence:
Current rates are available from the Finance Manager.

Pension:                                   
A pension scheme will be provided.
Holidays:
22 days per annum (pro-rata) and statutory/public holidays.
Notice Requirement:
One month’s notice

Applicants must have demonstrable evidence of the following qualifications, core competencies and additional requirements:

Qualifications

· Third level education or three years equivalent experience within the last five years.

· Hold a full driving licence and/or access to a form of transport which will enable the post holder to carry out the duties of the post effectively.

Core Competencies


Working with people: Ability to build effective internal & external relationships to deliver organisational objectives, including successfully working within and across teams.
Using resources: Ability to consider value for money and seek additional funding opportunities.
Achieving results:
· Ability to meet targets/organisational objectives and deliver quality services that are customer focused and that achieve high levels of customer satisfaction.

· Ability to map the regional environment to identify needs and opportunities to effectively deliver and grow the organisation’s safeguarding services.

Managing self & personal skills:
· Ability to effectively communicate, use initiative and work under pressure.

· Ability to organise oneself, coordinate a range of tasks, develop and maintain systems and schedules, keep an eye for detail whilst working to deadlines.
Additional Requirements
Information and support:
· Knowledge and experience of best practice standards in relation to safeguarding, in particular adult safeguarding.
· Awareness of safeguarding issues and developments that will inform safeguarding policy and practice across N Ireland
· Ability to provide and disseminate good quality information and support on practice for safeguarding 
Training:
· Ability to effectively identify needs, develop and deliver a good quality training programme which will meet organisational objectives.

JOB DESCRIPTION


Job Title:  Training and Development Officer 


 (Safeguarding)


Responsible to:  Manager Safeguarding


Salary: £24,174 - £27,668 





Salary Range:  £??? - £??? per annum
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