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Job Description & Person Specification

Job title:

Children’s Tier 3 Service Coordinator
Location / Contract: 
Suffolk / OneLife Suffolk
Role Type:

Delivery Team (member of Children’s Team)

Salary:

£22, 800 (plus 3% employer contribution to pension)
Hours: 

Contract until January 2021, 37.5 hours (Flexible hours incl evenings and weekends)
Reporting To:

Tier 3 Senior Practitioner / Lead
Purpose of job:         To co-ordinate the organisation and delivery of Tier 3 Children’s Weight Management programmes in the locality, ensuring the programmes are planned, the venues are sourced and the delivery staff timetabled to deliver the sessions.

To provide feedback on the Children’s Weight Management service, delivery and curriculum in your locality.

To provide delivery for an evidence based behavioural change obesity programme for children.

Key Relationships:
Family Therapist, Dietician, Senior Practitioner, Senior Management Team, Practitioners and Administration Staff
Overview of MoreLife and OneLife Suffolk

MoreLife are commissioned by Suffolk County Council to deliver a county-wide Integrated Healthy Lifestyle Service.  These services are delivered utilising the OneLife Suffolk brand locally.
The services are: Adult Weight Management, Child Weight Management, Smoking Cessation, NHS Health Checks, Health Walks, Get Help 2 Get Active and training for professionals including Making Every Contact Count (MECC) training.

Each of our services are under-pinned by psychologically informed behaviour change curriculums and all clients accessing service are encouraged to maintain long-term healthy behaviour changes via our active maintenance programme and support by the OneLife Suffolk Club.
Coordinator Roles and Responsibilities
· Provide feedback to the Children’s Tier 3 Service Lead on the children’s weight management programmes, delivery and curriculum.
· Develop a plan of the programmes and venues required to meet demand and allocate delivery staff on the programmes accordingly.
· Develop partnerships and regular communication with health care professionals and key stakeholders.
· Monitor referral numbers to ensure programmes meet necessary demand.
· Collate feedback from our service users. 
· Produce analytical reports with the focus on furthering the development of the programme. 
· Collate all weekly data for monitoring purposes and provide a weekly report analysing programme outcomes.
· Organise the resources, equipment and venues required to deliver the programmes and ensure the costs are managed within the budget allocation.
· Call all referrals (professional and self) booked on to programmes to ensure attendance.
· Prepare evaluation forms for the different programmes.
· Upload programme monitoring weekly, and questionnaires at the beginning and end.
· Maintain administration and relevant reporting and planning systems.
· Co-ordinate stock check of resources, maintain appropriate levels and liaise with the central team when necessary.

· Contribute to enhancements in the administration processes and systems.

· Answering incoming calls, assisting with enquiries and if required directing to the appropriate person.

· Responsible for delivering and / or coordinating front line services.

· Accountable for ensuring own service targets are met.

· Accountable for raising service issues immediately to Senior Practitioner/Lead. 
· Escalation to decision maker in line with structure.

· Accountable for adherence to organizational policies e.g. personal safety and behaviours.

· Accountable for delivering to own individual service delivery targets.

· Responsible for the reporting of day to day service delivery issues (e.g. system outage and staff shortages).

· Contribute to Business Continuity Planning and membership of emergency response team.

· Support across own peer group tier – and deputise for Senior Practitioner / Lead when requested.

· Accountable for appropriate risk and governance reporting e.g. Incident (near-miss) reporting and Safeguarding referrals and adherence to appropriate escalation procedure.

· Operates within organisational values and supportive of OneLife Suffolk culture.

Manage the team

· Support with bank staff recruitment.

· Ensure all programmes and events are resourced appropriately with the right staff, demonstrating appropriate skills, knowledge and capability.

· Act in a supervisor role on programmes.

· To work closely with the supervisor in the mobilisation of the programme.

Marketing and Engagement

· Ensure team allocation to stakeholder events.

· Liaise with the central office Marketing Manager to ensure the appropriate marketing tactics are executed at a local level to increase numbers of people referred to the programme.

· With the support of the central team, ensure there is regular communication to the referrers and participants before during and after every programme.

General

· To positively promote access to the OneLife offer and the aims and objectives of the OneLife service.

· To organise and engage with local community groups, schools, health professionals as necessary to enhance engagement and to develop and facilitate networks and opportunities.
· To competently take blood pressure and the NHS Health Check, to interpret and signpost/refer in line with protocol.

· To record, monitor and, with the team lead of the service, actively improve on KPIs.

· Monitor own activity, engagement work, training delivered, campaigns and events, as well as referral numbers to ensure programmes and activities meet necessary needs of stakeholders and commissioners and demand.
· Collate feedback from our stakeholders and service users. Support production of analytical reports with the focus on furthering the development of the programmes and team.
· To keep accurate records of work. 

· To identify, reach and engage effectively with target groups/areas/communities in line with KPIs.

· To attend team meetings and contribute to the performance improvement process and other meetings as requested and appropriate. This includes attending monthly 1:1 meetings with the team lead, and team meetings, with the following focus:
· Performance Targets – understand own contribution to agreed performance targets in line with KPI’s;

· KPI’s – individual achievement against contractual KPI’s

· To manage and organise own time and activities responding effectively and in a timely manner to all work.
· To take an active part in developing own knowledge and skills and seek advice and support as and when necessary.
· Adhere to organizational policies and procedures.
Other

Any other task commensurate with the role as required.
Skills and Knowledge:

· Written and verbal communication skills

· Organisation and planning skills 

· Delegation skills

· Attention to detail

· Financial acumen and numeracy skills

· IT skills and a knowledge of Microsoft Office programmes

· A passion to strive for continual improvement and a commitment to delivering a quality service

· Ability to work as part of a team

Desirable:

A knowledge of obesity and effective healthy lifestyle interventions.
For all MoreLife Staff

· To partake in promotional activities outside of the usual responsibilities of your role as and when requested by line management.

· To be willing to work flexibly to meet the needs of the service including out of hours working (i.e. evenings and weekends) on an ad-hoc basis and with reasonable notice.

· Undertake any additional duties as deemed reasonable and beneficial to benefit the service.
Equality and Diversity
MoreLife is committed to the principles of valuing, respecting and delivering an organisational culture that promotes equality and diversity. 

The organisation has clear goals and aspirations to promote equality both within the company and the provisions of our service. MoreLife is committed to ensuring that equality, diversity and human rights principles are at the heart of our operation and that this is emulated in our provision of healthcare to patients, the public and carers as well to our Staff.  
Post holders must at all times carry out their job responsibilities with due regard to the MoreLife’s Equal and Diversity policy.

Person Specification
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	
	
	
	A
	I
	T

	QUALIFICATIONS

	Minimum of 5 GCSEs graded 4 to 9 (C to A*) including English, Mathematics and Science-related subjects.
	X
	 
	X
	 
	 

	Educated to degree level or equivalent experience.
	 X
	
	X
	 
	 

	Health and Social Care Level 2 or above.
	
	X
	X
	 
	 

	Physical activity qualification
	
	X
	x
	
	

	Training and experience in Health Coaching
	
	X
	X
	
	

	Training in psychological approaches such as motivational interviewing or solution focused approach
	
	X
	X
	
	

	EXPERIENCE

	An awareness of the wider determinants of health and the role that local government and other agencies play in the health and wellbeing agenda.
	X
	 
	X
	 
	 

	Experience of coordinating community activities (e.g. securing venues, managing client lists / cohort details, ensuring the availability of appropriate resources).
	X
	 
	 
	X
	 

	Experience of delivering community-based projects, events and programmes. 
	 
	X
	 
	X
	 

	Experience of delivering training to members of the public and other professionals.
	 
	X
	 
	X
	 

	Experience of community involvement and engagement.
	X
	 
	 
	X
	 

	Experience of generating referrals into services and developing robust pathways with local providers.
	 
	X
	 
	X
	 

	Experience of motivating people from diverse backgrounds and at differing organisational levels.
	 
	X
	 
	X
	 

	Knowledge of Public Health models and approaches in changing behaviour.
	 
	X
	 
	X
	 

	Strong commitment to public health/health promotion principles and practice.
	X
	 
	 
	X
	 

	Experience of promoting services at community events e.g. festivals, summer carnivals etc.
	X
	 
	 
	 
	X

	Experience of working in partnership with other Providers inc. Primary & Secondary Care, Voluntary & Community Organisations, Workplaces and Health & Social Care agencies.
	 
	X
	 
	X
	 

	OTHER REQUIREMENTS

	Ability to present a professional image with clients and internal and external stakeholders.
	X
	 
	 
	X
	 

	Able to work flexibly to meet the needs of the service inc. evening and weekend working.
	X
	 
	 
	X
	 

	Able to contribute to service reporting as instructed by Senior Practitioner and service management.
	X
	 
	 
	X
	 

	SPECIAL ATTRIBUTES

	Able to facilitate healthy behaviour change within members of the public utilising a variety of techniques.
	X
	 
	 
	X
	 

	Act as a local ambassador for healthy behaviour change.
	X
	 
	 
	X
	 

	Be an expert in own behaviour change specialism.
	X
	 
	 
	 
	X

	SKILLS

	Demonstrate empathy and maintain appropriate professional boundaries.
	X
	 
	 X
	
	 

	Self-motivated, with an ability to work equally effectively as a part of a larger team or individually.
	X
	
	
	X
	

	Able to use own initiative and make decisions independently.
	X
	 
	 
	X
	 

	Excellent Information Technology skills with the ability to rapidly acquire new skills.
	X
	 
	 
	X
	 

	Strong skills utilising Microsoft Office packages inc. Word, Excel, Outlook, PowerPoint.
	X
	 
	X
	 
	 

	Strong verbal and communication skills.
	X
	 
	 
	 
	X

	Able to adapt communication-style to meet the needs of the audience.
	X
	 
	 
	 
	X

	Confident public speaker.
	X
	 
	 
	 
	X

	Able to manage confrontation within community settings.
	X
	 
	 
	X
	 

	Able to maintain accurate client’s records.
	X
	 
	 
	X
	 

	Understanding of GDPR and Data Protection Act - applies principals to own work to ensure compliance with relevant legislation.
	X
	 
	 
	X
	 

	Able to make suggestions for improving processes.
	 
	X
	 
	 
	 

	Able to provide constructive feedback to both colleagues and clients as appropriate.
	X
	 
	 
	X
	 

	Excellent time-management and organisational skills.
	X
	 
	 
	X
	 

	Able to prioritise own workload to meet the needs of the service.
	X
	 
	 
	X
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