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Job profile:      

Administrator
Location:        

Vaughan House, SW1
Reporting to:   

Safeguarding Co-ordinator
Job Reference No:
0039-70220
Job Purpose:    
To provide administrative support to the Safeguarding department
Principle duties and responsibilities
1. To act as a first point of contact, dealing with general enquiries 
2. To provide administrative support to the Safeguarding team, particularly the DBS Administrative 
Assistant with the following:
(i) To ensure that all applications for DBS checks are processed reliably, regularly, accurately and in accordance with the DBS Code of Practice

(ii)   To ensure that the results returned from the DBS are accurately and appropriately

  recorded and filed in accordance with the DBS Code of Practice
3. To carry out any general office tasks and IT based tasks as directed. 
4. To undertake database input, organise mail outs and other ad hoc administrative tasks as required
---------------------------------------------------------------------------------------------------------------------------------------
Person specification:     Administrator
Contract type:
3 month fixed term 

Salary range:                    £10.55 per hour
Hours of work:                35 hours per week (9am to 5pm Monday to Friday), 

Experience required:

1. Previous experience as an Administrator
Competences required:

1. Ability to work with complete discretion and adhere to rules of confidentiality.
2. Excellent communication skills, both written and verbal.
3. Exemplary organisational skills, able to prioritise and manage conflicting deadlines 
4. Ability to work methodically and consistently
5. Ability to work within a small, close-knit team in support of the Diocese
6. Ability to remain calm under pressure to resolve problems
7. Ability to project a friendly, professional manner, both in person and on the telephone
8. Ability to work alone, using initiative

Qualifications required:

1. Intermediate Microsoft Office Software package (Word, Excel, Outlook)

