
   JOB DESCRIPTION

	Job Title:
	Salford Safeguarding Adults Board Development and Training Officer

	Directorate:
	Salford Safeguarding Adults Board 

	Division/Section:
	Integrated Commissioning and Contracts

	Grade:
	4B 

	Scale:
	SCP  39 - 42

	Salary:
	£34,538– 37.306

	Hours of Work:
	36 hours per week, in accordance with the flexible working hours scheme

	Accountable to:
	Safeguarding Adults Board Business Manager 

	Responsible for:
	Senior business administrator

	Current Base:
	Sutherland House, Swinton


	Job Purpose:

· To work with and support the SSAB board manager to ensure that the SSAB meets its statutory duties and identified priorities each year as outlined in the strategy and action plan (Business planning, the effective operation of the board and it’s sub groups, effective scrutiny and challenge given to multi - agency arrangements to ensure that adults at risk are protected & supported in the safeguarding process). 

· To support the work of the SSAB by leading and co-ordinating key  pieces of identified in the SSAB action plan such as development or revision of policy or practice

· To oversee the development and implementation of the SSAB training strategy

 


	Main Duties:

· To support the Adult Safeguarding Manager to ensure that the identified priorities of the SSAB are achieved through facilitating development work across partner agencies as outlined support in the SSAB Strategy and action 
· To oversee the work of the senior business administrator and directly line manage/supervise this post holder
· To facilitate multi-agency task and finish groups to conduct actions as identified by the Implementation and Impact Network (sub group of the SSAB) to include areas such as policy development, or actions identified in the communications and engagement strategy, facilitating multi-agency safegarud9jg forum 
· To support with the production of a yearly annual report for the SSAB

· To support with the development of action plans, agendas and relevant documents for the board and it’s sub groups
· To work in partnership with agencies delivering services to adults at risk to support policy development
· To conduct training needs analysis across the partner agencies to identify key multi-agency training needs in relation to safeguarding adults

· To plan, develop, deliver and evaluate multi-agency Safeguarding Adults training courses        and other learning activities. 

· To commission multi-agency safeguarding adults  training as outlined in the SSAB training strategy

· To organise multi-agency safeguarding adults training events as required
· To be a member of the Safeguarding Adults Training  subgroup group and  be the primary co-ordinator of Multi-disciplinary safeguarding training at core and specialist levels.

· In conjunction with the training subgroup, to produce the annual training plan and training calendar
· To provide guidance to individuals responsible for the delivery of safeguarding awareness/training within their own organisations including those in the private and voluntary sector ensuring compliancewith the Safeguarding Adults Competency framework.


· To support the Safeguarding Adults Review  (SAR) process  by collating single agency returns to create chronologies to go to the SAR panel and supporting workshops and events to disseminate identified learning.  
· Working closely with the Business Manager and the appropriate sub groups identify suitable content for the safeguarding adult webpage and the newsletter. 

· Lead on monitoring and maintaining the webpage to keep it contemporary with the latest developments in Safeguarding Adults as well as liaising with partner agencies to ensure that hyperlinks and other organisational contact information is up to date.

· Lead on the development and production of a SSAB quarterly newsletter with the support of the SSAB administrator and other participants as appropriate. 
· The post holder will be responsible for ensuring the day to day functioning of the SSAB’s work in the absence of the Business Manager, due to leave or sickness.


	


	Standard Duties:

1. Ability to work flexibly which may include working outside of normal office hours subject to organisational need

2. To represent the SSAB at relevant meetings and, as directed by the SSAB Business Manager
3. To undertake any additional duties commensurate with the level of the post.

4. The postholder shall carry out his/her duties with full regard to the City Council’s Equal Opportunities Policy and Community Cohesion Strategy.

5. Ensure compliance with statutory requirements in relation to all information received and disseminated including the Data Protection Act (1998) and the Freedom of Information Act (2000), and other relevant subject specific legislation or regulations
6. To act at all times with due regard to the Authority’s Health and Safety Policies and Codes of Practice.

7. Have commitment to our values 

· Pride

· Passion

· People

· Personal responsibility


	Relationships

Internal: senior officers, managers and practitioners across the council and in partner organisations.
External: Community groups, third sector and private organisations, members of the public, outside agencies and regulatory bodies, external training providers and consultants, commissioned services.  
Colleagues in other local authorities and national and regional groups (AGMA, NWIAT & GMSP).


	
	DATE
	NAME
	POST TITLE

	Prepared
	12 May 2017
	Ann Brooking
	SSAB  Business Managers

	Reviewed
	19 October 2017
	Ann Brooking
	SSAB Business Manaager


PERSON SPECIFICATION

Post Title:  SSCB Performance and Participation co-ordinator
A.
Experience
	
	Essential
	Desirable
	Source

A = Application

I = Interview

R = References

P = Presentation

	Experience of working in Adult Services, or other relevant professional environment & of addressing safeguarding issues
	x
	
	A/I

	Experience of working with groups and individuals to facilitate pieces of work to a set of objectives and time frame. 
	
	x
	A/I

	Experience of chairing multi-agency groups
	
	X
	A/I

	Experience of delivering training within health or social care settings

	
	X
	


B.
Training and Qualifications
	
	Essential
	Desirable
	Source



	A professional qualification (and registration with the relevant professional council or body where required) in one of the following fields: social care, medicine, nursing, education, policing or a relevant human welfare discipline.
Or relevant degree in social care.  
	X
	
	A


C.  
Knowledge and Understanding
(Applicants should be able to demonstrate knowledge and understanding of the following areas relevant to the post)
	
	Essential
	Desirable
	Source



	:

· Sound knowledge of:  Safeguarding Adults relevant legislation, regulations, guidance, policy, procedures & best practice including Care Act (2104) and Mental Capacity Act (2005


	x
	
	A/I/P

	· Sound knowledge of: Adult protection and safeguarding adults issues including   the standards types of abuse and wider issues such as Hate/Mate crime, Domestic abuse and Forced Marriages, ASB, PREVENT etc including factors related to vulnerabilities, carers roles and needs, human rights, equality and diversity and age related issues.


	x
	
	A/I/P

	· Sound knowledge of: Adults workforce development needs in relation to Safeguarding Adults.


	x
	
	A/I/P

	· An understanding of strategic approaches to business planning and the associated identification of training needs to ensure successful implementation.
	
	X
	A/I


D.
Personal Skills, Abilities and Competencies

(Applicants should be able to provide evidence that they have the necessary skills and abilities required)

	
	Essential
	Desirable
	Source



	· Personal Effectiveness: Makes things happen; operates with resilience, flexibility, integrity and is reliable.


	x
	
	A/I

	· Commitment: to addressing issues of equality and diversity, promoting rights, empowerment and wellbeing of adults at risk and.
	x
	
	A/I

	· Demonstrable evidence of successful problem solving.


	x
	
	A/i

	· Ability to build and sustain positive relationships with a wide range of people, including the public, community groups, practitioners and managers
	X
	
	A/I

	· Good communication skills including the ability to explain complex processes to a wide range of professionals
	x
	
	A/I

	· Ability to chair multi-disciplinary meetings and deal with sources of conflict and competing objectives.
	X
	
	A/I

	· Ability to challenge in a constructive manner in relation to safeguarding issues and ensuring the safeguarding boards meet their statutory obligations.
	X
	
	I/P

	· Ability to support the Communications Strategy and website to promote and inform the public and member agencies of the safeguarding agenda.
	X
	
	I/P

	· Ability to manage one’s own time effectively and efficiently
	X
	
	A/I

	· Ability to remain impartial and objective when involved in the review of safeguarding cases.
	X
	
	A/I

	· Ability to demonstrate emotional resilience in relation to safeguarding issues.
	X
	
	A/I

	· Proven organisational ability
	X
	
	A/I

	· Ability to produce good quality timely reports

	x
	
	A/I

	· Ability to deliver projects with a project management framework
	x
	
	A/I

	· Competent skills in the use and application of IT systems and Microsoft products
	x
	
	A/I


E.
Other Requirements
Where the applicant/postholder has a disability every effort will be made to make reasonable adjustments to enable them to carry out the duties of the post

	
	Essential
	Desirable
	Source



	· Current valid driving licence
	
	x
	A

	· Commitment to working with reasonable flexibility to meet the requirements of the post, including planned or occasional work in evening hours
	X


	
	A/I
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