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North Northants Council – Job Description

	Activity Buddy Coordinator



	Service Area: NNC Leisure



	Reports To: Leisure Manager


	Responsible For:  n/a



	Scale: NCC Grade E - mid point - £21,575               Post Number: 332019532
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Overall Job Purpose:

· To coordinate and deliver the Activity Buddy Programme in North Northamptonshire, by working with and supporting residents to attend Health, Wellbeing and Leisure Services with other ‘Buddy’ members/volunteers, reducing some of the common barriers, restrictions and fears people may have when attending activity sessions on their own.   

· Work with partner organisations and healthcare professionals to identify participant referrals onto the Activity Buddy Programme to support North Northamptonshire residents to be active.
Main Duties and Responsibilities:

(This list contains the main duties and responsibilities of the post holder but it is not an exhaustive list)

· The post-holder is responsible for recruiting, managing and matching scheme members with other members and volunteers. Matching is based on need, locality, availability and activity preference.

· Create and deliver a volunteer induction pack to include an introduction to the scheme and tour of leisure facilities.
· Create and manage the Activity Buddy Scheme’s promotion and marketing including branding designs, leaflets, posters, website pages, social media, press releases, radio adverts.
· Create and update a database of information for Health, Wellbeing and Leisure services and activities in North Northamptonshire, to ensure that participants are made aware of these opportunities and can make informed choices to be or stay active.
· Carry out all correspondence between participants, providers, organisations and services via letters, emails and phone calls.
· Listen to, understand and support participants to put in place ‘personal activity plans’ to ensure every participant has the opportunity to be active, regardless of any barriers, and have access to their chosen Health, Wellbeing and Leisure services. 
· Encourage and support participants to make positive and confident decisions about their exercise plans that best suit their needs and inspire participants when required, to try new activities and challenges they might not have thought of doing or been afraid to do before.   

· Create a database of members to match interests and connect scheme members with other participants and/or volunteers through the Buddy scheme. Members are adults who may need support; the opportunity to team up with others; have a physical/mental health challenge or learning disability and/or long-term illness or other challenges that stop them from participating. 
· Support members that are new to the scheme by coordinating other participants or volunteers to attend their first sessions with them to settle them in and to ensure an easy transition into activity, encouraging long-term commitment and lifestyle changes.  
· Make reminder and follow up calls to participants to ensure there are no new barriers to taking part and where possible, help resolve any new barriers to activity or changes a in circumstances i.e. Not enjoying that particular activity, require a change to other sessions, referral needed onto other services. 

· Work closely with Leisure Providers and Northamptonshire Sport to develop exit routes into activity sessions and Activity Buddy Programme for Northamptonshire Sport’s Active Chats clients. Also explore other opportunities and avenues with Northamptonshire Sport to support North Northamptonshire residents to be active.
· Work in conjunction with partner organisations and healthcare professionals to develop the Activity Buddy Scheme Programme and identify more active opportunities for participants either through referral schemes, groups or through partner networks.
· Produce regular written reports, case studies and data for the Activity Buddy Scheme for NNC, the project funder Public Health and other organisations. Ensuring that all reporting information is provided within the required deadlines.
· Ensure that all Health and Safety, Safeguarding and GDPR procedures are in place and adhered to within the Activity Buddy Scheme programme.
· Undertake personal development training which will support the project’s delivery in Psychology, Interview skills, Conversation skills, Mental Health training, First Aid and Safeguarding Adults.

Additional Information / Local Agreements attached to this post

· Post holder must be willing to attend evening and weekend sessions as and when required

· Post holder must be willing to travel across North Northamptonshire
· Post is subject to enhanced DBS clearance


I have read and understood the job description and sign to accept the above terms and conditions of employment.

Employee Signature





Date:

North Northants Council – Person Specification

Activity Buddy Coordinator 
	Criteria: 

Education / Qualifications
	Essential (E)

Desirable (D)



	Good standard of Education 
	E

	Qualification in Health, Sport, Psychology or Recreation
	E

	First Aid qualification
	D

	Safeguarding qualification
	D


	Criteria: 

Skills / Experience
	Essential (E)

Desirable (D)



	Experience of working with adults within the Health and Wellbeing or Leisure Industry 
	E

	Experience of identifying physical activity needs of individuals  
	E

	Proven track record of managing and delivering a community programme of physical activity
	E

	Must have a friendly, approachable and outgoing personality
	E

	Ability to work under own initiative 
	E

	Able to clearly communication and use empathy with others
	E

	Highly motivated and the desire to help and support others
	E

	Mature and responsible approach to safety, in particular with working with the public.
	E

	Ability to create a high standard of written reports, data 
	E

	Experience of customer faced interaction and problem solving
	E

	Proficient in using Microsoft Office i.e. Word, Excel, Powerpoint  
	E


	Criteria: 

Miscellaneous
	Essential (E)

Desirable (D)



	Experience of working in partnership with other organisations 
	D

	Understanding of Safeguarding 
	D

	Experience in project marketing and advertising
	D
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