JOB DESCRIPTION

Job Title: Health and Wellbeing Activity Co-ordinator

Location: Dhek Bhal, Barton Hill Settlement, Barton Hill, Bristol, BS5 0AX
Supporting: Malcom X Elders, Evergreen, Golden Agers and Dhek Bhal
Working Hours: 24 hours per week (37 full-time)
Salary Scale: Point 26 – 28 (NJC Scale) 
Salary: £23,398 - £24,964 (pro-rata)

Holidays: 172 hours (5.6 weeks + bank holidays (pro-rata))
Accountable to: The CEO of Dhek Bhal
​

​

Job Purpose:

The post holder will work to support older people within the partnership by organising health and social care activities and to help foster good relationships between community health, social care, voluntary and community groups to ensure that older people overcome isolation and loneliness by gaining knowledge and skills, that will help them build resilience. 
Duties:

1. To deliver the programme agreed by the partnership and enable the partnership to operate effectively with partners within public health/social care and the voluntary/ community sector services which focuses on improving older people’s health and wellbeing.

2. To work closely with health and social care organisations to ensure that the older people have greater access to preventative and early intervention health and social care services and activities. This includes establishing and maintaining constructive relationships, between health workers (i.e. health practitioners, Healthwatch, housing and social care practitioners, and voluntary and community sector service providers) and organisations (i.e. Bristol Ageing Better, Voscur, The Care Forum).
3. To work across the partnership organisations to consult service users on their needs and ensure that the older people’s feedback is used in the design and delivery of services for BME older people.
4. To support the partners to apply for small grants to meet any shortfalls within the funding.
5. To ensure all reporting is done in a timely manner to all funders.
6. To support and report to the steering committee (partners) about progress on the work programme and share learning, record details of activities delivered and outcomes.

7. To assist in creating stronger pathways for older people to access health and social care services at preventative and early intervention stages

8. To identify and engage available resources in the statutory sector, private and voluntary community i.e. training, IT equipment and any other areas identified by the partners.

9. To attend the weekly groups’ sessions as needed and ensure that the activities taking place promote the health and wellbeing of the older people.
10. To ensure that all contractors/suppliers delivering activities/services to the groups are paid promptly and informed of any changes in the groups’ schedule.
11. To develop knowledge of local services and foster links with voluntary service providers, keeping up-to-date with any service changes and developments.

12. To ensure all information and interventions are accurately recorded and reported in a timely fashion to the steering group, in order that decisions can be made.
13. To ensure that the older people are engaged with a range of services through organising activities/talks at their meeting places and to offer practical support in accordance to the needs of the members.
14. To regularly review groups’ policies and ensure implementation by groups.
15. To undertake regular follow-up phone calls to inform the partners where there is a need for urgent action or consultation with external organisations for further input to service design and delivery.
16. To work collaboratively with the partner organisations to ensure they share skills, resources, knowledge, learning, expertise and to offer support in a meaningful way and to foster good relationships.
General:
The job description and person specification are an outline of the tasks, responsibilities and outcomes required of the role.
The job holder will carry out any other duties as may reasonably be required by his/her line manager (Dhek Bhal – CEO). 
The job holder will be expected:

· to be flexible to meet the requirements of the service
· be willing to travel as required by the service, and 
· to undertake training as appropriate to the post.
Person Specification:

Experience and knowledge
· Experience of working within health or social care, with voluntary community sector.
· Previous experience in team working. 
· Experience and understanding of working with older people from BME communities.

· Knowledge and understanding of the issues that affect older people, around isolation and loneliness, particularly within BME and disadvantaged communities.

· Detailed knowledge and understanding of policy and practice in adult social care and health, including the principles of personalisation, a holistic view of health and wellbeing and understanding of issues relating to adult safeguarding and the Mental Capacity Act.
· NVQ Level 2 in health and social care/relevant qualification, or equivalent experience.
Skills and Abilities

· Effective written and verbal communication and interpersonal skills.
· Active listening skills.
· The ability to work independently, within a team and on own initiative.

· Good IT skills Microsoft Office, email, the internet and web searches as standard applications and databases.
· Good knowledge of local health and social care services.
· Strong organisational skills, including planning, prioritising, report writing and record keeping.
· A willingness to be flexible to meet the requirement of the service.
· Ability to motivate and engage others to take action.

· Ability to work effectively in a pressured environment.
· Ability to establish rapport and build effective relationships with others.

· Problem solving skills with the capacity to learn, devise and implement solutions.
Updated December 2018

