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Job Description



Department:		Adult Social Care			Location:	Magdalen House							
Post:	Partnership and Engagement Officer 
(Sefton Safeguarding Adults Partnership Board SSAPB)

Grade:		H					JE No:	A4780
												

Responsible to:		Safeguarding Adults Partnership Board Business Manager           

Responsible for:	N/A
				__________________________________________

JOB PURPOSE

To ensure that Sefton’s Safeguarding Adults Partnership Board (SSAPB) is supported to deliver its statutory, strategic and assurance functions. 


· Lead on key pieces of work relating to adult safeguarding, on behalf of the Partnership, ensuring member agencies are fully engaged in delivery of Board priorities. 

· Contribute to and promote a culture within the Business Unit to ensure that the SAPB is driven and supported to deliver on primary functions as detailed in the Care Act 2014. 

· Contribute to the development and governance of the SAPB with challenge to partners safeguarding arrangements to ensure policy and strategy translates into effective practice and positive person-centred outcomes.

· Create and implement, in co-production, a Partnership Communications and Publicity Strategy.

· Lead on effective communication with people of lived experience of safeguarding that will feed into future strategies and build on co-production. Contribute to specific consultation and engagement activities in respect of partnership priorities and objectives.


MAIN DUTIES

· Contribute to the progression of partnership activity to achieve the key priorities of the Strategic Plan and Annual Business Plan through coordination of Subgroups, to achieve positive outcomes against priority areas and ensure work is taken forward.

· Support in development and implementation of arrangements including promotion and engagement of the Partnership with Sefton communities and statutory, public and voluntary sectors across Sefton, building positive relationships to enhance service improvement and enhancing co-production.

· Support in the creation of accurate, clearly documented workplans, reports, briefing papers and provision of high quality, accessible and informative communications in respect of the role of the Board. 

· Assist the Business Manager in the publication of SSAB’s Strategic Plan and Annual Report to deliver within the necessary time scales liaising with all agency partners to receive quality contributions to documents. 

· Ensure the Adult Safeguarding Website is accurate and up to date, contributing to the development and improvement of systems and learning materials by sharing ideas, identifying blocks and offering potential resolutions to the SAPB Business Manager.

· Undertake research and monitor local, Merseyside and national safeguarding trends and identify implications of these in relation to SAPB whilst working with the Business Manager to synergise local requirements with wider regional plans and priorities.

· Drive forward communication across Merseyside to develop support networks cascading best practice and learning inclusive of the preventative agenda.

· Use Liquid Logic, Microsoft Office, Canva, Sway and other IT systems to ensure information is correctly inputted and that it can be accessed and analysed.

· Participate in the development of a system to engender collection of data from across the partnership to support understanding of adult safeguarding activity across the Borough.

· Evaluate partnership data, along with the Business Manager, to produce Reports for discussion at SAPB meetings.

· Communicate, across the partnership, best practice and SAR findings, relevant quality improvement works, enquiry outcomes and lessons learnt, via SSAPB independent website, learning events or other alternative methods to ensure learning is optimised.

· Participate in the coordination of requested information for submission to Merseyside Safeguarding Review Group (MSARG) in relation to submitted Safeguarding Adult Review referrals to enable informed decision making without unnecessary delay.  

· Respond to requests for information, enquiries, concerns and complaints from individuals and organisations in respect of SAPB’s functions and advise Manager promptly of actions taken.

· Contribute to their own supervision and engage in continuous development through induction and CPD process to ensure effective performance. Keep up to date with national and local guidance and policy providing advice and support on developments in practice according to local and national issues and emerging trends.

· On occasion, undertake the role outside of core office hours.

· Ensure that client information data is lawfully gathered, accurate, up to date and only divulged in accordance with the UK General Data Protection Regulation (GDPR) and Data Protection Act 2018 (DPA) and the local government common law duty of confidentiality.  Failure to apply these duties can lead to the individual or the Service facing court proceedings

GENERAL

This job description is a representative document. Other reasonably similar duties may be allocated from time to time, commensurate with the general character of the post and its grading.

The person appointed will undertake, and participate in training, coaching and development activities, as appropriate. All staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work. The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems and to promote appropriate improvements where necessary.

The post holder must ensure that confidentiality of all information is maintained and that working practices comply with the provision of the Data Protection Act 1998 and General Data Protection Regulations (May 2018). The post is customer-facing therefore you must have the ability to fulfil all spoken aspects of the role with confidence through the medium of English. The post holder will be expected to comply with, observe and promote the Equal Opportunities policy of the Council.

This post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.  You are therefore not entitled to withhold information about convictions which for any other purposes are ‘spent’ under the provisions of the Act and any failure to disclose such convictions could result in dismissal or disciplinary action by the Authority.  Any information given will be completely confidential and will be considered only in relation to the positions to which the Order applies.

The Authority has an approved equality and diversity policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality and diversity policies of the Council.

Note: Where the post-holder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job. 


Prepared By:
Name:		Joan Coupe
Designation:	Safeguarding Adults Partnership Board Business Manager
Date:			September 2025

STRUCTURE:

 Service Managers 
Heads of Service 



PERSON SPECIFICATION
Post:	Partnership & Engagement Officer (SSAPB)		Post No. A4780
Grade: H	
Department: ASC		

	Personal Attributes Required
	Essential (E) or
Desirable (D)
	Method of Assessment

	QUALIFICATIONS
	
Relevant academic or professional qualification in project management and or communications

Evidence of training in adult safeguarding

Evidence of Continuous Professional Development
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	EXPERIENCE

Experience of undertaking complex tasks, achieving results and delivering innovative solutions.

Experience of working collaboratively within an organisation and across agencies to build strong working relationships

Experience of working with partner agencies to reduce risk to adults with care and support needs from abuse or neglect

Demonstrable experience of using a range of IT systems including MS Office , Web based systems and other systems appropriate to the work including database and spreadsheet skills.

Experience of writing learning materials, briefing papers and reports for various audiences 

Experience of working within Adult Social Care 
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	KNOWLEDGE/SKILLS/ABILITIES

Ability to demonstrate high level of using own initiative, prioritise conflicting priorities, time, resource and work under pressure.

Ability to present research and undertake thorough analysis 


Evidence of innovative thinking and approaches to strategic challenges.


Ability to build and maintain constructive and positive working relationships with partners in order to influence and successfully implement change 

Knowledge and understanding of the Care Act 2014, statutory function of the Board and Council and Adult Social Care process and governance

Knowledge of policy and procedures in relation to safeguarding adults

Ability to demonstrate effective time-management skills in prioritising, planning and organising workloads

Ability to communicate effectively and present information to an audience, with excellent interpersonal skills

Ability to work in partnership and develop trust, respect and cooperation of a broad spectrum of partners

Ability to meet the demands of the service and produce work to a high standard within set timescales
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	OTHER

Ability to understand and demonstrate a commitment to equality and diversity


	

E
	

AF/I



Prepared by Joan Coupe, Safeguarding Adults Partnership Board Business Manager, September 2025

Assistant Director 


Partnership & Engagement Officer (Sefton Safeguarding Adults Partnership Board)


Executive Director 


Safeguarding Adults Partnership Board Business Manager
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