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Role profile
· Job title: Project and Policy Support Officer – Complex Safeguarding	
· Grade: Grade 6
· Business area: Safer and Stronger Communities		
· Reporting line: Head of Complex Safeguarding
· Team: Greater Manchester Complex Safeguarding Hub
Job Purpose
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The post holder will contribute to delivery of the priorities within the Greater Manchester Complex Safeguarding Strategy through the provision of a high-quality project and policy support that is flexible and timely.
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Key working relationships
· Liaising with internal and external groups and strategic partners including local authorities, police, health and voluntary and community sector organisations. 
· Senior managers and staff within GMCA and localities, including Complex Safeguarding leads.
Key Responsibilities
1. To provide flexible administrative support across the full range of Complex Safeguarding programme activities and other pieces of work within the Safer and Stronger directorate as necessary.
2. To provide support to the relevant Complex Safeguarding governance meetings, including maintaining forward plans, arranging meetings, coordinating agendas, taking minutes and proactively maintaining action logs. 
3. Organise meetings and events involving internal and external colleagues and high-level stakeholders.
4. Support delivery of key Complex Safeguarding programmes, through collating key information and updates from partners, and planning and delivering multi-agency partnership events.
5. Deal efficiently and courteously to all queries and correspondence, both written and verbal from a wide range of internal and external customers. 
6. Maintain and develop effective administration processes to meet the changing demands of the organisation and contractual agreements. 
7. Build effective relationships, working collaboratively across GMCA and Complex Safeguarding workstreams with multi-agency partnership organisations.
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8. As part of the Project Support role, this will involve unsupervised contact with children and vulnerable adults who have experienced or are experiencing exploitation, as well as children in school or community settings. 
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9. Raise purchase orders and requisitions and process payment of invoices in a timely manner. 
10. Maintain and store data and documentation appropriately and in line with the General Data Protection Regulations (GDPR).
11. Work flexibly and support other organisational priorities as necessary.
12. Personal commitment to continuous self-development and service improvement. 
General
13. To always hold yourself and others to a high standard of professionalism, demonstrating your commitment to our values and behaviours as well as ensuring service confidentiality is maintained throughout all we do.
14. Working with other teams internally and externally collaboration is maximised and supporting on activity where appropriate.
15. Ensure the services delivered internally and externally are inclusive and accessible.
16. To align work area to the Sustainability Strategy and ensure work practices are inclusive of this value & strategic intent. 
NB: This list of duties and responsibilities is by no means exhaustive, and the post holder may be required to undertake other relevant and appropriate duties as required.




Knowledge, Skills, and Experience
Knowledge & Experience
· Providing high quality policy support and project planning and management skills within a team environment. 
· Delivering to deadlines.
· Adapting to changing priorities.
· Undertaking financial administration tasks and recording expenditure.
Desirable
· Knowledge of issues affecting Complex Safeguarding, Child Exploitation or Children’s Safeguarding.



Skills, Values & Behaviours
1. Strong planning and organisational skills, and the ability to multi-task 
2. Basic knowledge of project planning and management and delivery principles. 
3. Excellent written and verbal communication skills, with good standards of accuracy and attention to detail.
4. Ability to convey messages in a clear and compelling way, tailoring content according to the audience.
5. Ability to exercise initiative and work achieve objectives with minimum supervision. 
6. Ability to work effectively as part of a team.
7. Ability to work to deadlines and to be flexible to changing priorities.
8. Excellent people skills with demonstrated ability to work with a wider variety of individuals and groups both in person and remotely.
9. Ability to manage own workload and take part in continuous professional development activities to improve own learning.
10. Evidence of previous commitment to learning and/or employment.
11. Ability to use a range of Microsoft office applications, including word, power point, excel and outlook.
FOR ROLES EXEMPT FROM THE REHABILITATION OF OFFENDERS ACT:
This role is exempt from the Rehabilitation of Offenders Act (1974) and will require disclosure of all convictions including those considered spent under the Act. The role holder will be subject to an Enhanced level check by the Disclosure & Barring Service.
FOR POLITICALLY RESTRICTED POSTS:
This post is a politically restricted post, as defined by the Local Government and Housing Act 1989 (as amended by Section 30 of the Local Democracy, Economic Development and Construction Act 2009) on one of the following grounds:
· the post is that of a Chief Officer or Deputy Chief Officer or
· the post has delegated powers to discharge the functions of the Authority; or
· the duties associated with the post include giving advice on a regular basis to the Authority, to Committees or Sub-Committees of the Authority (including member panels, Sub-Committees etc.) or to joint committees on which the Authority is represented or give advice to Executive Members, Committees or speak to the media.
The post holder has a right to appeal to the GMCA Chief Executive against the classification of their post as politically restricted.

Corporate Duties
Do not behave in way which discriminates against your fellow employees, or potential employees on the grounds of their sex, sexual orientation, marital status, race, religion, creed, colour, nationality, ethnic origin or disability.
Safeguard at all times confidentiality of information relating to staff and pensioners.  Refrain from smoking in any areas of Service premises.
Behave in a manner that ensures the security of property and resources. Abide by all relevant Service Policies and Procedures.
Records Management / Data Protection - As an employee of the GMCA, you have a legal responsibility for all records (including employee health, financial, personal and administrative) that you gather or use as part of your work with the Service. The records may be paper, electronic, audio or videotapes. You must consult your manager if you have any doubt as to the correct management of the records with which you work.
Confidentiality and Information Security - As a GMCA employee you are required to uphold the confidentiality of all records held by the GMCA, whether employee records or GMCA information. This duty lasts indefinitely and will continue after you leave the GMCA employment. All employees must maintain confidentiality and abide by the Data Protection Act.
Data Quality - All staff are personally responsible for the quality of data entered by themselves, or on their behalf, on GMCAs computerised systems or manual records (paper records) and must ensure that such data is entered accurately and, in a timely manner, to ensure high standards of data quality in accordance with Departmental protocols. To ensure data is handled in a secure manner protecting the confidentiality of any personal data held in meeting the requirements of the Data Protection Act.
Health and Safety - All employees of GMCA have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions. Employees are required to co-operate with management to enable GMCA to meet its own legal duties and to report any circumstances that may compromise the health, safety and welfare of those affected by the Service’s undertakings.
Service Policies - All GMCA employees must observe and adhere to the provisions outlined in these policies.
Equal Opportunities - GMCA provides a range of services and employment opportunities for a diverse population. As a GMCA employee you are expected to treat all  employees / partners / members of the public and work colleagues with dignity and respect irrespective of their background.
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