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	Job title
	Community Safety Project Officer


	Salary, Grade and SCP

	Grade 4

	Service/Team

	Regulatory Services / Community Safety

	Responsible to
	Safer Sunderland Partnership Coordinator 


	Responsible for staff/equipment 
	The postholder will be responsible for the appropriate use and maintenance of IT equipment, databases, and resources assigned to support the role. 


	Main purpose of job 
	1. The Community Safety Project Officer will provide administrative and operational support to the Community Safety Service and Safer Sunderland Partnership Coordinator, ensuring the effective delivery of the Community Safety Plan for Sunderland. The role will involve assisting with the coordination of multi-agency projects and action plans, supporting the community safety locality hubs and managing public communications through website and social media updates.

2. Additionally, the postholder will be responsible for collating, analysing, and presenting data to support operational decision-making, as well as preparing reports, maintaining accurate records, and assisting with community engagement activities. The role requires strong organizational, communication, and analytical skills to contribute effectively to the Safer Sunderland Partnership’s objectives.


	Key responsibilities 
	1. Support the Community Safety Coordinators and Safer Sunderland Partnership Coordinator in delivering aspects of the Community Safety Plan for Sunderland.

2. Assist locality hubs in providing information for responding to general enquiries and service requests, including those from residents, elected members, and MPs.

3. Assist with the coordination of multi-agency reviews, including ASB Case Reviews and Appeals, Domestic Abuse Related Death Reviews, and Offensive Weapon Homicide Reviews.

4. Support the collection, analysis, and presentation of data to enhance intelligence-led decision-making.

5. Maintain and update the community safety pages of the Council’s website and manage social media content to provide accurate and accessible information to the public.

6. Assist in the preparation of reports, letters, notices, schedules, and other formal documents to support senior officers in decision-making.

7. Support the SSP coordinator in the management of external funding budgets including the preparation of relevant returns to statutory bodies.

8. Engage with community groups, businesses, and residents to support public safety initiatives and partnership working.

9. Identify and report barriers to effective partnership working to senior staff.

10. Support the planning and delivery of community safety-related training, events, and awareness campaigns.

11. Assist in the delivery of SSP action plans, including the Sunderland Serious Violence Action Plan and CONTEST/Prevent Plans.

12. Undertake any other duties appropriate to the grade of the post as assigned by senior officers.


	Key tasks 





	1. Produce reports, letters, notices, schedules, plans, and other documents as required.

2. Assist in collecting, analysing, and presenting data for use in community safety operations and strategic planning.

3. Support community engagement initiatives, providing assistance to individuals, businesses, and local organisations.


4. Assist in planning and delivering training, events, and awareness campaigns on community safety-related topics.

5. Draft clear, structured reports on complex issues to support briefings, public communications, and partnership collaboration.

6. Provide administrative support to the Community Safety Team, including scheduling meetings, preparing agendas, recording minutes, and tracking action points.

7. Ensure reports, plans and project documentation are maintained and updated.

8. Identify and report barriers to effective partnership working to senior staff.

9. Management of the Community Safety service health and safety matrix and training matrix ensuring risks are reported to senior managers.

10. Carry out any other duties appropriate to the grade of the post, as directed by senior management.


	Other duties/specific policies e.g. DBS

	1. The post holder must carry out their duties with full regard to the Council’s Equal Opportunities Policy, Code of Conduct and all other Council Policies.

2. The post holder must comply with the Council’s Health and safety rules and regulations and with Health and safety legislation.

3. The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the Council.

4. The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Council records and information. 

5. To comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Council records and information, and respect the privacy of personal information held by the Council

6. The postholder will be required to work 37 hours per week over 5 days between Monday and Sunday   

7. This post is exempt from the Rehabilitation of Offenders Act 1974 and will be subject to a Disclosure and Barring Service (DBS) check.

8. Any other duties commensurate with the post
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