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Job Description

Safeguarding Audit Project Assistant

Background
The Parish Support Team is made up of the staff and volunteers of a charity called the Norwich Diocesan Board of Finance Ltd (NDBF).  The core purpose of the charity is to serve the local parish mission and ministry of Church of England churches, schools and chaplaincies across Norfolk and Waveney, collectively referred to as the Diocese of Norwich.

The Parish Support Team currently operates from Diocesan House in Easton on the outskirts of Norwich, offering a broad range of services across the diocese that support and encourage colleagues working in local parishes.  The main areas of work include direct support for local mission and ministry; and indirect support including areas such as finance, GDPR and data, communications, and safeguarding services.

This role specifically relates to the INEQE Safeguarding Audit/Inspection, which is a national programme to highlight good practice and deficiencies in safeguarding arrangements within the Church of England and originates from one of the recommendations from the Independent Inquiry into Child Sexual Abuse (IICSA). This post is designed to work alongside the Diocesan Safeguarding Officer and other staff to support the Diocese of Norwich in preparing for our audit/inspection in January 2027, and to help produce an action plan that will shape the future service delivery across the Diocese, including the Norwich Diocesan Board of Finance, Norwich Cathedral and parishes. External audit/inspections are an important part of our governance arrangements to ensure that the Diocese, Cathedral and parishes comply with the five National Safeguarding Standards.

Ethos and Values
The way we work in the Parish Support Team is as important as what we do, and we are committed to:
· Proactively promote and demonstrate our Diocesan Vision, Christian ethos and values in all aspects of work.
· Treat everyone as a valued individual with kindness and respect.
· Promote and demonstrate a culture of continuous improvement and development.
· Work collaboratively with all colleagues in the Parish Support Team.

Main purpose of the job
To support the Diocesan Board of Finance, Cathedral and parishes to engage with the INEQE audit process through effective support for the preparation, communication and project management of related activity.

Key Working Relationships:
	Line manager
	Safeguarding Audit Project Manager

	Positions managed
	None

	Internal
	· Parish Support Team Colleagues
· The DSO and Cathedral Safeguarding Officer (CSO)
· Members of the diocesan and cathedral safeguarding teams
· Cathedral Chapter Safeguarding Lead and Cathedral Single Point of Contact (SPOC)
· Diocesan Communications team

	External
	· Independent Chair of the Diocesan Safeguarding Advisory Panel (DSAP)
· Selected clergy, Church Officers and Parish Safeguarding Officers (PSOs) involved in focus groups
· National Safeguarding Team (NST) INEQE lead
· Personnel from other dioceses already audited by INEQE 
· Service users and key stakeholders of the diocese and cathedral through focus group and questionnaires



Main duties
1. Safeguarding Audit work
· To assist in collating evidence from existing documents to show the Cathedral’s and Diocese’s compliance with the National Safeguarding Standards
· To enter the pre-audit data into the INEQE system
· To help identify gaps in evidence and work with the DSO, CSO and Working Group and support work to address them in time for submission to the audit
· To support the timetabling of the INEQE audit/inspection with the DSO, CSO and the Working Group
· To liaise with the Working Group members and other key stakeholders to support their attendance during the audit/inspection
· To distribute the INEQE questionnaires to service users and stakeholders
· To support work with the DSO and cathedral SPOC to complete and submit the INEQE 360 report
· To provide practical support to the INEQE Auditors/Inspectors before and during their on-site visit.
2. INEQE Project Working Group
· To support Working Group meetings to run efficiently and provide accurate minutes.
· To highlight gaps in evidence are brought to the attention of the INEQE Working Group
· To support work with the Independent Chair of DSAP, the DSO and the CSO to ensure that the materials provided as evidence of compliance with the National Standards are sufficiently robust and fit for purpose
· To support work with the DSO, CSO and Working Group to provide regular progress reports on the audit/inspection preparation for the Bishop’s Staff Team, Bishop’s Council of Trustees and DSAP. 
· To support co-ordination of the diocesan INEQE Working Group, DSO, CSO, Cathedral Chapter and the DSAP to produce the post audit/inspection Action Plan.
3. Support to DSAP and Working Group
· To support liaison with the DSAP and the Working Group to ensure progress on the audit/inspection preparation remains on track
· To help provide update reports to the DSAP on the progress of the audit/inspection preparation and highlighting any significant gaps that might require attention
· To support presentation of the final draft Action Plan (post audit/inspection) to the DSAP and Cathedral Chapter for approval and adoption.

· Undertake such other reasonable duties as may be required from time to time as are consistent with the responsibilities of the grade
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Person Specification
Candidates will be able to provide evidence of:

	[bookmark: _Hlk88292436]Qualifications and Experience
	Desirable
	Essential

	Experience of projects relating to audit and practice reviews
	x
	

	Experience of inputting data for external audits
	
	x

	Experience of taking and maintaining records of meetings.
	
	x

	Experience of prioritising workload, time management, dealing with conflicting priorities and meeting deadlines.
	
	x

	Experience of working collaboratively alongside colleagues and partner organisation to promote a project
	
	x



	Knowledge and Skill
	Desirable
	Essential

	Collate and input materials from a variety of sources.
	
	x

	Plan effectively and engage others within the project.
	
	x

	Challenge colleagues to ensure the project is delivered on time.
	
	x

	Self-motivate and work autonomously to ensure the work is completed efficiently.
	
	x

	Understand the Church of England and its structures, including the legal framework.
	x
	

	Communicate effectively with internal and external partners.
	
	x

	Effective verbal and written communication skills
	
	x

	Knowledge of general IT systems and applications including spread sheets, word processing, power point and database.
	
	x

	Excellent attention to detail.
	
	x



	Personal Attributes
	Desirable
	Essential

	A strong commitment to safeguarding as an essential part of the Church of England’s work
	
	x

	Able to work under pressure to meet targets and deadlines
	
	x

	Calm and professional disposition
	
	x

	Self-motivated and enthusiastic
	
	x

	Able to respond effectively to changing priorities
	
	x

	Able to work effectively without supervision
	
	x

	Supportive of the aims and purpose of the Church of England and the Diocese of Norwich
	
	x



	Availability
	Desirable
	Essential

	The role involves attendance at meetings and events at a range of venues around the county, some on weekends, early mornings or late evenings. Notice will be given of these and time off in lieu is available
	x
	

	Current driving licence and have a car available for travel in Norfolk
	
	x




Summary of Terms and Conditions
	Role
	Safeguarding Audit Project Assistant

	Hours
	21 hours per week 

	Pension
	Enrolment in the NDBF defined contribution scheme a contributory scheme with a 5% contribution by NDBF and 3% by the employee, plus in-service life cover. 

	Annual Leave
	Pro rata of 25 days plus 8 public holidays, plus fixed days between Christmas and New Year. 
Pro rata of 3 additional days after completion of 5 years’ service.

	Term
	Fixed term contract to 31 March 2027

	Notice Period for both employee and employer
	1 month notice during and after probation period

	Expenses
	Working expenses are paid at the Diocesan rates

	Base
	Diocesan House, 109 Dereham Road, Easton, Norwich, NR9 5ES
You may also be required to work at other locations within the Diocese of Norwich in line with the requirements of your role.

Hybrid Working may be considered.

	Contract
	The contract of employment will be with the Norwich Diocesan Board of Finance (NDBF)

	Status
	The successful applicant will need to show proof of right to work in the UK and a basic DBS check before taking up the post.
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This job description is not an exhaustive document but reflects the duties and responsibilities applicable at the time of issue.  Details and emphasis are subject to amendment and revision in the light of the changing needs of the Norwich Diocesan Board of Finance Ltd.
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