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	Job Title:
	Division:

	Database Support Officer 
(IPPF SafeReport)
	Performance

	Location:
	Responsible to:
	Date:
	Rank:

	Central Office London
	Head of Safeguarding
	November 2019
	6


1. JOB PURPOSE

This is a fixed term role for a period of one year and has two key responsibilities:

1) to ensure the database (IPPF SafeReport) which stores vital information about safeguarding and other reported incidents, is maintained and up to date in accordance with investigations that have been progressed; and 
2) to provide support to the Head of Safeguarding who has Federation-wide, operational responsibility for Safeguarding. These duties will include logistical organisation for training courses and other events, drafting communications for a variety of audiences and taking on delegated duties as determined by the Head of Safeguarding, in line with the skills and experience of the successful candidate. 

2. KEY TASKS

1. To ensure IPPF SafeReport is kept up to date in respect of incident investigations undertaken by colleagues in various locations.
2. To provide monthly data extracts from IPPF SafeReport to the Head of Safeguarding required to produce Management Information reports. 

3. To liaise with the database supplier (Navex) to ensure progress of agreed actions (eg access requirements for various colleagues) as directed by the Head of Safeguarding.

4. To support the Head of Safeguarding with the organisation, administration and communication to colleagues about Safeguarding training. 

5. To work with the Head of Safeguarding as and when required to ensure the migration of IPPF SafeReport to a new software solution (Navex) is successful with particular importance and attention given to the development of the reporting functionality.
6. To set up and contribute to webinars needed for the progression of the Safeguarding agenda at IPPF.
7. To work in close coordination with the Office Services and Administration Team, attending meetings and providing ad hoc support (e.g. support to meeting logistics) as agreed.

8. To build and maintain positive relationships with all members of staff, and contacts across the Federation.
9. To work closely with the two (WISH) Safeguarding Advisers on a range of developmental initiatives, as Directed by the Head of Safeguarding. 
10. To undertake any other reasonable duties as may be requested from time to time. 

3. RESPONSIBILITIES

a)
Staff responsibilities carried out by the job holder: None. 
b)
Financial responsibilities carried out by the job holder: None. 
c)
Advisory responsibilities carried out by the job holder. None. Will be required to advise     the Head of Safeguarding on the functionality and development of the database – IPPF SafeReport. 
PERSON SPECIFICATION
(E) = Essential, (D) = Desirable

4. EDUCATION & QUALIFICATIONS

· At least A Level or equivalent standard of education or specialist working knowledge in related field.  (E)
· Degree level education (D)
5. PROVEN ABILITY
· Experience of database management. (E)
· Excellent time management and organisational skills; capacity to re-prioritise and meet tight deadlines. (E)
· Ability to take initiative and work autonomously. (E)
· Experience of working in an international NGO (D)
· Experience of producing reports from data extracts, proof reading or fact checking reports for accuracy and consistency or data provision (E)
6. SKILLS

· Excellent interpersonal skills – tactful and diplomatic. Must be a team player, level-headed and flexible – remains calm and focused in testing situations. (E)
· Excellent writing skills with the ability to write to a variety of audiences. (E)
· Excellent IT skills – Advanced Microsoft Word, Outlook (or equivalent) Excel, Internet, PowerPoint. (E) 

· Excellent attention to detail, proof reading, data analysis
· Knowledge of Safeguarding - vulnerable adults, children and staff (D)
7. PERSONAL COMPETENCE

· Demonstrable experience of maintaining confidentiality around highly sensitive information. (E)
· Adaptable and flexible in approach to work (E)
· Comfortable and able to work with ambiguity (E)
· Comfortable with and able to work effectively on own initiative while Line Manager is absent. (E) 

· Able to appropriately adapt personal approach to ways of working including communication style and method; pace; being directed versus using initiative etc, in accordance with the diverse needs and commitments of the range of colleagues the job holder will be working with while achieving successful outcomes. (E)
· Awareness of and sensitivity to the multi-cultural and diverse environment in which IPPF operates (E)
· Integrity and ability to maintain confidentiality at all times (E)
· Understanding of and a commitment to safeguarding including child protection, in a local and international context (E)
· Supportive of a woman’s right to choose and to have access to safe abortion services. (E)
