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Job Profile comprising Job Description and Person Specification
Job Description

	 Job Title: 
Coordinator

	Grade: PO3



	Section: 
Kingston and Richmond Safeguarding Children Partnership 

	Directorate: 
Chief Executive

	Responsible to following manager:
Daksha Mistry
	Responsible for following staff:


	Post Number/s:
AFCSAF04

	Last review date: 
December 2025



Working for the Richmond & Wandsworth Better Service Partnership

We’re Richmond & Wandsworth Better Service Partnership, the shared public service team for Richmond and Wandsworth Councils. Like any local authority, our role is to deliver the agenda of our elected members on behalf of the people who live and work in our part of the world. We deliver key services to our communities including social care, public health, children’s services, housing and regeneration and environmental and community services. 

Our joint workforce creates efficiency and resilience by bringing more creativity to the way we work, more objectivity and adaptability too, helping us deliver better services for all our residents.

We’re here to help our communities thrive in a changing world, and to be there for the people who need us most we believe we need to keep adapting. That’s why, at Richmond & Wandsworth Better Service Partnership, you’ll be at the forefront of innovation in local government, and we’ll invest in you and offer you opportunities to grow in a way only our unique organisation can. 








Job Purpose 
The Kingston and Richmond Safeguarding Children Partnership (KRSCP) is responsible for ensuring that everyone in Kingston and Richmond works together to safeguard children and young people in line with the principles set out in Working_together_to_safeguard_children_2023     The support team is responsible for the delivery of the priorities set out in the KRSCP business plan. It is the role of the team to support the statutory safeguarding partners and wider partnership in fulfilling their duties to promote effective joint working to safeguard children in Kingston and Richmond. The support team is responsible to the Senior Executive Group (SEG) of the KRSCP.


Specific Duties and Responsibilities
This role reports to the KRSCP Partnership Manager. The post-holder will: 
· Establish effective working arrangements between the KRSCP and early years’ settings, schools and colleges in the maintained, non-maintained, academy and independent sectors. 
· Work to engage voluntary, charity, social enterprise (VCSE) organisations and sports clubs across Kingston and Richmond to highlight their role in safeguarding children as identified in Working Together 2023  
· Support the delivery of the agreed priorities in the KRSCP Business Plan and support the work of KRSCP subgroups and task & finish groups 
· Support the quality assurance functions for the partnership, including schools & early years audits, the multi-agency audit programme and any associated learning. 
· Support work related to the Joint Targeted Area Inspection  
· Manage a varied workload, to assess risks, prioritising and responding to urgent tasks from multiple partner organisations as required.
· Support the Partnership Manager to promote the work and impact of the KRSCP through online and face to face meetings, presentations and other activities that improve safeguarding awareness. 
· Undertake any additional projects agreed with the Partnership Manager or Deputy Partnership Manager commensurate with the level of responsibilities of this post. 


Generic Duties and Responsibilities

· To contribute to the continuous improvement of the services of Richmond & Wandsworth Better Service Partnerships.

· To comply with relevant Codes of Practice, including the Code of Conduct and policies concerning data protection, handling complaints and health and safety.

· To adhere to security controls and requirements as mandated by Richmond and Wandsworth procedures and local risk assessments to maintain confidentiality, integrity, availability and legal compliance of information and systems

· To promote equality, diversity, and inclusion, maintaining an awareness of the equality and diversity protocol/policy and working to create and maintain a safe, supportive and welcoming environment where all people are treated with dignity and their identity and culture are valued and respected.

· To understand both Councils’ duties and responsibilities for safeguarding children, young people and adults as they apply to the roles within the Councils.

· The profile is not intended to be an exhaustive list of the duties the post holder will carry out. Other reasonable duties commensurate with the level of the post, including supporting emergency and priority situations, will form part of the role.
Additional Information 



























Team structure



Person Specification

	 Job Title: 
Coordinator

	Grade: PO3

	Section: 
Kingston and Richmond Safeguarding Children Partnership

	Directorate: Chief Executive

	Responsible to: 
	Responsible for:

	Post Number/s: 
AFCSAF04

	Last Review Date: 
December 2025



Our Values
THINK BIGGER
    EMBRACE DIFFERENCE
CONNECT BETTER
LEAD BY EXAMPLE
 PUT PEOPLE FIRST


Our Values are embedded across Richmond & Wandsworth Better Service Partnership and throughout all roles and responsibilities at all levels of the organisation. Please familiarise yourself with our values as they are an integral part of our recruitment and selection process.
 
	Person Specification Requirements

	Assessed by 
A/I/T/C 
(see below for explanation)

	Knowledge
	Essential
	Desirable
	Assessed

	Knowledge and understanding of legislation, statutory frameworks and national policy affecting services for children and young people, particularly those relating to safeguarding children and young people.
	
	
	A/I

	Ability to work as part of an effective and supportive team.

	
	
	A/I

	Commitment to an organisational culture and the development of services that value equality and diversity.

	
	
	A/I

	Experience
	Essential
	Desirable
	Assessed

	Experience of working in or contributing to multi-agency services to safeguard children and young people. 

	X
	
	A/I

	Experience of working with a range of partner agencies, service providers, professionals, third sector organisations, and other stakeholders.  

	X
	
	A/I

	Experience of producing business plans, policy documents, briefing notes, website content and other documents

	X
	
	A/I

	Experience of collecting, analysing, interpreting and reporting data and other performance information.

	
	X
	A/I

	Skills
	Essential
	Desirable
	Assessed

	Strong organisational ability, including the ability to work on initiative and to prioritise workloads to meet agreed deadlines.

	X
	
	A/I

	Good verbal and written communication skills, including the ability to use different communication styles and techniques to present ideas and influence others
	X
	
	A/I

	Qualifications
	Essential
	Desirable
	Assessed

	Educated to degree level or an equivalent level of training and applied experience with proven evidence of continuing professional development. 

	X
	
	A



A – Application form / CV
I – Interview
T – Test
C - Certificate


Safeguarding Children Partnership Manager


Partnership Coordinator


Deputy Partnership Manager



Support Officer
Vacant post
Salary


Partnership Coordinator 





1
Sensitivity: Official
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