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JOB DESCRIPTION 
 
 

COMPLIANCE AND SAFEGUARDING MANAGER 
 
 
 

 
Section Directorate of Registry and Student Services 
Location: Ipswich (Waterfront) Campus. 
Salary: Within the range £30,395 - £34,189 per annum/pro rata 
Grade: 7 
Contract status: Permanent  
Hours of work: 30 hours (0.8FTE) 
Pension: USS  
Annual Leave entitlement 30 days pro rata pa, plus Bank Holidays 
Responsible to: Academic Registrar 
Reports on a day-to-day basis to: Academic Registrar and Head of Student Services 
 
  
 
 
 

Purpose of the job: 
 
The purpose of this job is two-fold: 
 
1 Assist the Head of Student Services (Deputy Safeguarding Officer) with case 

management, delivery of training, advice and guidance to all users of the University and 
to support the University’s compliance with regard to safeguarding; and 
  

2 With the Academic Registrar and the PA to the Academic Registrar, develop data 
management policies and procedures to ensure the University’s compliance with data 
protection legislation; overseeing initial investigations into data breaches and delivering 
training, advice and guidance to staff and students of the University. 

 
Role Outline 
 
Safeguarding responsibilities will include: 
 
1. Assessment of, and responding to, safeguarding cases to ensure consistent application and 

adherence to University policies and procedures 
 

2. Assisting with case management, identifying where cases may inter-connect with other University 
policies and procedures 

 
3. To contribute to the effective implementation of the University’s Safeguarding Policy and procedures 

by providing advice and guidance to all users of the University 
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4. Being active in the development of policies and procedures to ensure ongoing compliance with 
external legislation 

 
5. To deliver a comprehensive programme of training across the University to ensure the University 

meets its safeguarding responsibilities 
 

6. To arrange, promote and/or deliver harm prevention activities and initiatives to students and staff 
across the University 

 
7. Action planning and contributing to the oversight of action plans to ensure timely and full completion 

of actions 
 

8. Supporting compliance activities as they pertain to safeguarding, for example with the Office for 
Students (OfS), Education and Skills Funding Agency (ESFA), and Ofsted 

 
Data Management responsibilities will include: 
 
9. Receiving, investigating and responding to notification of data breaches, escalating to the Academic 

Registrar as required, to ensure reportable breaches can be notified within the 72-hours required 
by the Information Commissioner’s Office (ICO) 

 
10. Developing and implementing data management policies and procedures across the University, 

including templates for processes, for example data protection impact assessments (DPIAs), to 
ensure the University’s ongoing compliance with data protection legislation 

 
11. To raise awareness of data management across the University by developing and delivering training 

on data management legislation and the University’s processes, both in formal and informal settings 
 

12. Provision of advice and guidance to staff and students, when required, to ensure data protection 
principles and laws continue to be applied 

 
13. With the guidance of the Academic Registrar, undertake audits to ensure University compliance 

with data protection laws, escalating concerns to the Academic Registrar 
 

14. Supported by the Professional Assistant to the Academic Registrar, ensure data retention 
schedules and privacy notices are reviewed by departments at least annually so that they remain 
current 

 
15. Supporting the Academic Registrar with the compilation of the information governance and 

compliance annual report 
 
General responsibilities will include: 
 
16. To ensure compliance with Health and Safety Regulations and all other statutory requirements. 
 
This Job Description sets out the major duties associated with the stated purpose of the post.  It should 
not be assumed that other duties are excluded simply because they are not itemised. 
 
The duties of this post could vary from time to time as a result of new legislation, changes in technology 
or policy changes, in which case appropriate training may be given to enable the post holder to 
undertake the new duties. 
 

Selection Criteria 
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Candidates will be assessed against the following essential/desirable attributes: 
 

 Essential Desirable 

EDUCATION AND 
QUALIFICATIONS 

 

 A degree 
 
 

 

 Professional training relevant to the 
role 

KNOWLEDGE 
AND 

EXPERIENCE 

 

 Experience of applying relevant 
legislation 

 

 In the context of this role, 
experience of working with 
professional bodies and/or 
organisations 

 

 Knowledge of a Higher Education 
environment  

 

 

 Experience of working in a similar role 
in a Higher Education role 
 

 An understanding safeguarding within 
an HE setting 
 

 Knowledge of data protection legislation 
and principles 
 

SKILLS 

 

 Excellent communication skills, 
able to communicate to a variety 
of audiences at all levels 

 

 Ability to interpret and present 
data 

 

 Excellent IT Skills 
 

 

 

 Problem-solving skills to identify and 
address potential issues 

ATTITUDE 

 Attention to detail and a 
commitment to compliance at the 
highest standard 
 

 An independent and autonomous 
individual able to reflect  

 

 The ability to act as a role model, 
supporting, coaching and 
motivating staff and students  

 

 An understanding of and 
commitment to Equal Opportunity 
Policies, and the ability to promote 
this in the day to day work of the 
post. 

 

 The willingness to travel to partner 
institutions as required  

 

 

 

Closing date:     Wednesday 21st August 2019, midday 
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Interview date:  Thursday 5th September 2019 
 

INFORMAL ENQUIRIES ABOUT THIS POST 
Informal enquiries and further information about the post can be obtained by contacting either Fiona 
Fisk, Academic Registrar (f.fisk@uos.ac.uk / 01473 338659) or Chantalle Hawley (c.hawley@uos.ac.uk 
/ 01473338410) 
 

APPOINTMENT TERMS 
This post is offered on a part time (0.8FTE), permanent basis on Grade 7. The salary range for the 
post is £30,395 - £34,189 per annum pro rate.  
 
CRIMINAL CONVICTIONS 
This post will be subject to a satisfactory enhanced Disclosure and Barring Service (DBS) check.  
 
FLEXIBLE WORKING 

We consider flexible working requests for all our vacancies.  e.g. adjustments to the working 
location, hours, time, or working on job share basis.   

 

We are a Top 30 Employer for Working Families 2016 and 2017 but we recognise that flexible working 
is not just for parents and carers.  Our inclusive Flexible Working policy is open to all our staff and 
designed to support our people achieve a positive work-life balance, regardless of their personal 
circumstances.  
 

Equality, Diversity and Inclusivity 
The University of Suffolk is a diverse and vibrant community and is committed to providing equality of 
opportunity to all staff and students.  Our approach is inclusive; valuing the contribution of every 
member of the institution and the communities we serve.   
 
As users of the Disability Confident scheme, we guarantee to interview all applicants who declare a 
disability and who meet the minimum essential criteria for the vacancy. 
 
NO SMOKING POLICY 
A no smoking policy including the use of electronic cigarettes operates at all University of Suffolk 
premises. 
 
APPLICATIONS 
Please see below for specific instructions on how to apply.  Please note that applicants who fail to 
return all the documents asked for may be discounted. 

 
To apply for this post: 
 

 All forms and information can be found on our website http://www.uos.ac.uk/jobs 

 Fill in the Application Cover Sheet and include details of any flexible working request you 
are making 

 Complete the monitoring form  

 Attach a curriculum vitae and a letter of application setting out clearly how you meet the 
essential and desirable criteria for this post 

 Return them as Word (.doc) attachments by e-mail to: jobs@uos.ac.uk please put the post 
title in the subject box of your email.  

     If you are unable to email your documents, you may post them to  
 

   The Human Resource Team 
   University of Suffolk 
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   Waterfront Building 
   Neptune Quay 
   Ipswich   
   Suffolk 
   UK 
   IP4 1QJ 

 
If you are unable to apply via the website please ask for an application pack from the address above, 
or by phone on 01473 338351. 
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