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Job Description & Person Specification

Job title:

Health Walk Coordinator
Location / Contract: 
Suffolk / OneLife Suffolk
Role Type:

Delivery Support (Member of the Health Walk Team)

Salary:

£18,360 Pro-rata (plus 3% employer contribution to pension)
Hours: 

18.75 hours

Reporting To:

Health Walk Lead
Purpose of job:
To plan and deliver the health walks programme including the recruitment, induction and support of volunteer walk leaders, and day-to-day management of the service.
Key Relationships:
Programme Managers/Weight Management Practioners/ Get Help to Get Active programme/ Stakeholder Link Practioners /SPA Team
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.
Key Responsibilities of the Role
The health walks co-ordinator will plan and deliver health walks programme including the recruitment, induction and support of volunteer walk leaders, and day-to-day management of the service. 

The role will ensure the effective planning and promotion of the walks’ programme including compliance with Walking for Health requirements. The post-holder will maintain a register of volunteers and ensure new volunteers undergo an induction programme. The co-ordinator will work closely with marketing staff and will represent the service externally to potential volunteers and partners including parish and district councils, voluntary organisations, the media, and regional and national walking bodies.
Key responsibilities:

· To plan and deliver an annual programme of walks.

· To provide feedback to the Health Walks Lead on the Health walks and volunteers in your locality.
· To deliver a programme of volunteer recruitment, training and induction for walk leaders including the provision of on-going support and supervision. 

· To promote the walks’ programme using a variety of methods including the production of a quarterly walks’ booklet to ensure that the service targets are met for both volunteers and participants. 

· To ensure policy and procedures are followed in relation to volunteer recruitment. 

· In conjunction with senior colleagues take responsibility for the review and development of the walks’ programme. 

· To provide advice and undertake reviews on the suitability of walk locations regarding facilities, parking, health and safety, safeguarding and access. 

· To ensure that data is collected and entered accurately on all participants and that any submissions and reports are prepared and submitted on time. 

· To keep accurate records for all walks ensuring that effective record keeping guidelines are met, including compliance with information governance standards. 

· To monitor and report on expenditure in relation to agreed budgets.

· To ensure all resources and equipment are documented and stock controlled in line with company policy. 

· To maintain an up to date knowledge of Walking for Health guidelines and practices

· Other admin / duties commensurate with the scope of the role. 

· Attending OneLife events and promotions which may involve evening and weekend work.
Skills and Knowledge:

· Written and verbal communication skills

· Presentation 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 living interventions.

Health and safety:

To maintain a positive attitude to health and safety in carrying out the duties of the post with special emphasis on the environment and safety of the individuals in your care.

There is a no smoking and drinking of alcohol policy in force for the duration of the program.

Equal Opportunities:


Post holders must at all times carry out their responsibilities with due regard to the Company’s equal opportunities policy.

The post holder will also need to be aware of and committed to the vision, policies and practices of the organisation by which they are employed.

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

	High standard of education-a minimum of 5 passes at GCSE level and inclusive of Maths and English
	X
	 
	X
	 
	 

	· NVQ Level 4 in administration.
· Previous experience of completing administration tasks
	 
	X
	X
	 
	 

	EXPERIENCE

	· At least two years administrative work in a busy office environment.
· Working/liaising with a wide range of people effectively with sensitivity and authority.

· Excellent Organisation skills
	X
	 
	X
	 
	 

	· Presentation skills
	X
	 
	
	 
	 x

	Good understanding and knowledge of the wider determinants of health and the role that local government and other agencies play in the health and wellbeing agenda.
	 
	X
	 
	 
	 

	Other Requirements & Attributes

	Flexibility in distribution of working hours according to job requirements
	X
	 
	 
	X
	 

	To be able to take initiative, multitask and work effectively without close supervision. 
Must be confident and highly motivated requiring minimal day to day supervision.

To be flexible and open to new duties as the project develops. 

To be highly motivated and be able to work independently but affectively as part of a wider team.

Must enjoy providing a support service, offering a pleasant and effective point of contact for the service.

To have effective organisation and communication skills.

Able to network effectively.

To be able
	X
	 
	 
	X
	 

	Experience in programme evaluation and service improvement.
	
	 X
	 
	X
	 

	Experience of implementing service improvements.
	 
	X
	 
	X
	 

	Experience of working in partnership with a range of organisations particularly those in the public sector.
	
	X 
	 
	X
	 

	Significant experience demonstrating ability to organise own workload and the workload of others.
	X
	 
	 
	X
	 

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

	SKILLS
 

	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
	 
	X

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

	Advanced time-management and organisational skills.
	X
	 
	 
	X
	 

	Able to prioritise own workload to meet the demanding needs of the service and incorporate flex as appropriate to support ever-changing priorities and workstreams.
	X
	 
	 
	X
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