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DIOCESE OF GLOUCESTER
JOB DESCRIPTION AND PERSON SPECIFICATION

	Job Title 
	Safeguarding Training Resource Officer


	Salary Grade
	Band 5: £31,766 - 34,588 (FTE)*
*Full-time is 35 hours


	Status of role

	12 months fixed term (maternity cover)
14 hrs a week, which can be worked flexibly Mon-Fri, with at least 4 hours on a Wednesday


	Location

	Church House
Hybrid working possible, with at least 50% of the hours worked from Church House


	Reporting to
	[bookmark: _Hlk170204141]The Strategic Lead for Training & Learning


	Date of issue
	October 2026


	[bookmark: OLE_LINK1]Key relationships

	· Safeguarding Manager
· Diocesan Safeguarding Team colleagues
· Deputy Diocesan Secretary 
· Parish Safeguarding Officers (PSOs) and trainers, parish clergy



	Overall Purpose of Post


	
The overall purpose of this post is to ensure that the most vulnerable groups in our church communities are protected by: 

· Working effectively within the Diocesan Safeguarding Team (DST) to support opportunities for learning and development, which support our deepening culture of safeguarding awareness and capacity.
· Supporting and resourcing parishes and their deaneries within the national frameworks for learning and training, to give them confidence in their safeguarding practices and to focus on evaluation and reflective learning that adds value to our culture.
· Supporting training by reviewing pre and post training work completed and submitted by attendees.  
· Supporting the development of Parish Safeguarding Officers (PSOs) by triaging questions about training, learning and development coming into the team’s safeguarding training inbox. 
· Supporting the wider resourcing of the DST through administrative and practical tasks that enable timely responses to questions/concerns and action to be taken as needed. 





JOB DESCRIPTION

	
	Responsibilities 
	Nature and Scope of Role 

	1
	To support the Diocesan Training and Learning strategy

	This includes:
Supporting the annual training plan and cohorts of trainees, within the framework of the national CofE training pathways. Working alongside the HR & Safeguarding Administrator to ensure training sessions are advertised, resourced and administratively supported. 


	2
	To support and resource the delivery of safeguarding training
	This includes:
Working with colleagues in the DST to review pre and post training work completed by attendees, triaging any concerns and raising them with the Strategic Lead for Training & Learning for follow-up. 

Supporting people with accessing the Church of England safeguarding training portal to complete online training and workbooks as needed. 

Supporting training delivery as a second person alongside the training lead when needed (ad hoc). This may occasionally include out of hours training sessions on weekday evenings, at different locations across the Diocese and/or via Zoom from home. TOIL can be accrued in line with GDBF policy for any out of hours work. 


	3
	To support people in parishes in relation to safeguarding training, learning and development



	This includes:
Checking the Safeguarding Training inbox and triaging questions/concerns coming in from parishes. Responding by email or on the phone, or passing on questions/concerns to other members of the DST as needed. 

Supporting people in parishes with use of Parish Safeguarding Dashboards and Hubs as needed. 

	4
	To support opportunities for furthering awareness and knowledge of safeguarding across the Diocese of Gloucester

	This includes: 
Working with team colleagues in supporting or taking part in diocesan events such as those for PSOs, curates, training incumbents and others, which focus on specific safeguarding issues. 

Supporting the DST with content for inclusion in the monthly safeguarding email newsletter as needed. 




GENERIC RESPONSIBILITIES	

	1
	To welcome visitors and/or receive incoming enquiries and telephone calls, dealing promptly and courteously with enquiries and ensuring high quality customer service at all times.


	2
	To ensure that all health and safety instructions are followed and that care is taken to ensure safety for self and colleagues, reporting concerns immediately.


	3
	To undertake, as requested, other duties as may reasonably be expected.


























PERSON SPECIFICATION

	Attributes
	Essential 

	Desirable


	General

	Able to maintain confidentiality, discretion and flexibility.

A willingness to deal helpfully, pleasantly and confidently with a variety of people.

Excellent inter-personal skills, friendly and efficient

	 

	Training 

	Excellent IT skills, including word processing, databases, spreadsheets and email. 

Completed Church of England Basic Awareness, Foundation & Domestic Abuse training modules. 

	Additional local authority safeguarding training. 

Experience working with online portals and databases. 

	Experience

	General office and administration procedures. 

Prioritising and planning work to deadlines.

Working with team members and others from a range of backgrounds. 

	

	Skills and abilities

	Able to work across a mix of volunteers, employees and clergy.

Organised with good eye for detail.

Confident, clear and supportive communicator

	Knowledge of Church of England, its culture and structures.

	Personal Qualities


	Able to take initiative and be an effective team member and work collaboratively.  

Able to support people build their own confidence and capacity in relation to safeguarding training and learning. 

Flexible and adaptable to the demands of the team and the needs of those in parishes being supported.
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