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Safeguarding & Welfare Administrator
Full time contract until 30 June 2019
(Post continuation subject to funding)
Salary: £16,000 (depending on experience)
The post-holder will provide proactive administration and support to deliver the Safeguarding Operating Standard and the ECFA Safeguarding and Welfare Strategy.
Responsibilities will include:
· Organise and administer, Safeguarding Children and Welfare Officer workshops.
· Support the County Welfare Officer to monitor Safeguarding cases across Essex
and undertake associated administration.
· Coordinate Safeguarding visits of grassroots football clubs.
· Monitor compliance requirements.
· Deal with telephone and email enquiries; providing a very high level of customer service to
    
internal and external customers.
· Support the administration of the Safeguarding and Welfare Department.
· Use modern and effective marketing and communication methods to raise
awareness and improve perception of the County FA.
The successful candidate will:

· Have achieved English and Maths GCSEs at Grade C or above, 3 A-Levels or equivalent higher education qualifications, and an IT qualification.
· High knowledge and experience using IT systems including Excel, Word and PowerPoint.
· Ideally acquired knowledge of Safeguarding preferably in a sport, together with awareness of the Disclosure and Barring System.

· Experience within an administrative role requiring work to be prioritised as well as meet timescales.
· Deliver customer excellence.
· Work and contribute to a team.
· Be able to work in a confidential setting dealing with sensitive information.

· Willing to work evenings and weekends on occasions.
A full job description can be downloaded from www.essexfa.com. 
Applicants should complete the Essex CFA Job Application Pack and return to: Helen Hever, County Welfare Officer, Essex FA, The County Office, Springfield Lyons Approach, Springfield, Chelmsford, Essex, CM2 5LB
Or via email to: helen.hever@essexfa.com
As this role involves direct access to young persons under the age of eighteen, within the context of the job or any subsequently related activities or responsibilities, the successful candidate will undergo a thorough screening process, which will include an enhanced Criminal Records Check / DBS, to ensure their suitability for the role. 
Essex FA is an Equal Opportunities Employer.

Closing date: 5.00pm on Wednesday 22nd November 2017. 
Interviews to be held on Thursday 30th November 2017.
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