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 Job Title: Safeguarding & People Support Manager
 (Part-Time, Flexible, Office based Working)

Responsible to: CEO
Hours: 25.5 hours per week
Flexible working available across 3, 4 or 5 days per week to suit the successful applicant’s requirements.
Salary:  £26,000 pro rata
Contract: Part-time permanent 
Closing Date: 9:00am, Friday 22nd May 


About Pompey in the Community
Pompey in the Community (PiTC) is the charitable arm of Portsmouth Football Club, using the power of football, sport and education to inspire, motivate and support people across Portsmouth and the surrounding areas. Our programmes support children, young people and adults to improve their physical and mental wellbeing, develop confidence and skills, and create positive futures through education, employability and social inclusion.

About the Role
This role combines safeguarding oversight with operational people support responsibilities. 
You will act as a key point of coordination across safeguarding, safer recruitment, compliance and employee support, helping ensure both organisations operate safely, effectively and in line with regulatory requirements. The role will involve supporting safeguarding operations across PiTC, while also overseeing core HR administration and compliance processes.

How to Apply
Please complete the application form. Selected candidates will then be invited to submit their CV.

Key Responsibilities

Safeguarding Responsibilities
Lead and support safeguarding operations across PiTC.
Support the delivery and ongoing development of safeguarding policies, procedures and safer working practices.
Act as a safeguarding point of contact for staff, volunteers, players, participants and parents.
Manage safeguarding concerns appropriately, maintaining accurate and confidential records.
Coordinate safeguarding training and ensure safeguarding compliance requirements are monitored and completed.
Assist with safeguarding risk assessments and safer recruitment processes.
Promote a positive safeguarding culture across the organisation.
Build and maintain effective relationships with external safeguarding partners and agencies.
Attend safeguarding meetings, training and relevant professional development opportunities.
HR & People Support Responsibilities
Ensure HR policies and processes are implemented consistently across the organisation.
Coordinate recruitment administration, onboarding and pre-employment checks.
Oversee DBS and safer recruitment compliance processes.
Maintain secure and accurate employee records.
Coordinate Performance & Development Review (PDR) processes and ensure completion.
Act as the internal coordinator between PiTC and outsourced HR support providers where applicable.
Support managers and staff with day-to-day HR and people queries.
Track compliance actions and follow up processes to completion.
Ensure HR documentation, letters and records are accurate and issued promptly.
Support organisational readiness for audits, inspections and quality assurance processes.
Who We’re Looking For
Highly organised and able to manage multiple priorities effectively.
Proactive and confident following up actions independently.
Calm, professional and discreet when handling sensitive matters.
Approachable and supportive, with strong interpersonal skills.
Solutions-focused and able to work collaboratively across departments.
Confident building positive relationships with colleagues and external stakeholders.
Able to maintain high standards of compliance and attention to detail.
Essential Skills & Experience
Experience in safeguarding, HR, people support, administration or compliance-focused roles.
Strong understanding of safeguarding principles and safer recruitment practices.
Experience managing confidential records and sensitive information.
Excellent organisational and communication skills.
Ability to work independently and prioritise workload effectively.
Confident using Microsoft Office and administrative systems.
Understanding of safeguarding legislation, guidance and best practice.
Enhanced DBS check required prior to employment.
Right to work in the UK.
Desirable Qualifications & Experience
Experience within sport, education, charity or community organisations.
CIPD Level 3 qualification or equivalent experience.
FA Safeguarding Children Certificate.
EFL Level 3 Designated Safeguarding Officer qualification.
Experience supporting safeguarding case management.
Understanding of inspection, compliance or quality assurance frameworks.
Why Join Us?
Play a key role within Pompey in the Community.
Help strengthen safeguarding and people practices within a well respected local organisation.
Work flexibly around personal or family commitments.
Be part of a purpose-driven team making a positive difference across Portsmouth.
Contribute directly to safe, supportive and high-quality environments for staff, participants and the wider community.
Safeguarding Statement
Pompey in the Community is fully committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. All staff are expected to share this commitment and demonstrate a clear understanding of their safeguarding responsibilities.
The successful candidate will be required to work in line with all safeguarding policies and procedures, ensuring a safe, inclusive and supportive environment for all participants.
This role involves regular contact with children and young people and is therefore subject to satisfactory references and an enhanced DBS (Disclosure and Barring Service) check.

Equality, Diversity and Inclusion
Pompey in the Community is committed to creating an inclusive culture where everyone feels valued and supported. We welcome applications from candidates of all backgrounds and communities.

This post is subject to satisfactory references and an enhanced DBS (Disclosure and Barring Service) check, which is an essential requirement of the role.

General: The successful candidate will be expected to represent Pompey in the Community and Portsmouth Community Football Club in a professional manner at all times. This includes maintaining high standards of:

· Presentation and appearance 
· Personal conduct and professionalism 
· Attitude and communication 
· Commitment to the values and reputation of the organisation 
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