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JOB DESCRIPTION AND PERSON SPECIFICATION
	
Job Title:
	Physical Activities Coordinator



	
Salary:
	
£30,000 pro rata

	
Hours of Work:
	
Between 21 – 25 per week (negotiable)


	
Responsible to:
	
Volunteer and Community Services Manager

	
Based at:
	
Ann Owens Centre        or   Hendon & outreach locations in 
Oak Lane                             Barnet
East Finchley                       
London N2 8LT                   


	
Purpose of Job:     
	To coordinate, administer and support the delivery of physical activity programmes, including exercise classes, falls prevention services and walking groups, ensuring high-quality provision, accurate reporting and positive outcomes for participants.









   KEY TASKS
Exercise and Falls Prevention Classes
· Coordinate and manage the delivery of all weekly exercise and falls prevention classes. (currently around 12 per week)
· Arrange and manage venues and instructors, including cover when needed.
· Process instructor invoices and monitor class attendance and income.
· Ensure instructors maintain up-to-date qualifications, insurance and relevant documentation 
· Receive and process referrals from the NHS for Falls Prevention Classes.
· Respond to client enquiries and referrals and enrol them into appropriate classes.
· Record all client contact and interactions accurately.
· Input and maintain fitness assessment results and outcomes.
Walking Groups
· Coordinate and support our weekly walks in Barnet parks, supported by a team of around 25 volunteers walk leaders. We currently have 6 weekly walks.
· Ensure walking routes, including risk assessments, are working well and vary them where necessary.
· Provide ongoing support, guidance and communication to volunteers.
· Receive and input weekly walk attendance data.
External Partnerships and Representation
· Attend and contribute to relevant external meetings and networks.
· Maintain positive relationships with external partners and stakeholders.
· Support the development of community-based physical activity initiatives. 
· Support promotional activities to encourage participation and engagement.
Footcare Service
· Manage the regular nail cutting service delivered by an external Chiropodist, ensuring that it meets professional standards. This includes room bookings and the booking/registration process for clients.
General Responsibilities
· Maintain accurate records and record all client information on the organisation database – currently Charitylog. 
· Manage the advertising promotion of all services and ensure they are cost effective and competitive.
· Ensure data quality and compliance with organisational procedures.
· Monitor programme performance and provide management information as required, 
· Contribute to continuous service improvement and participant experience, including feedback and assessing the impact of the sessions.
· Work collaboratively with colleagues, volunteers, instructors and partner organisations.
· To maintain own professional expertise, including attending training as necessary and be subject to supervision and an annual appraisal

· To attend staff meetings and away days, training and other events

· It is the nature of the work that tasks and responsibilities are in many circumstances unpredictable and varied.  All employees are expected to work in a flexible way

· Some meetings and other events may be held out of normal office hours and may involve travel in the local area.

· The above items outline the main duties and responsibilities of the post and are designed to give an accurate flavour of the nature and scope of this post.  However, they do not represent an inclusive list of all the duties required.

· The post holder will be expected to adhere to all Age UK Barnet policies and procedures in all aspects of their work

· Confirmation of appointment to this post will be subject to a satisfactory DBS check.


Age UK Barnet is committed to safeguarding and promoting the welfare of vulnerable adults. To achieve our commitment, we will ensure continuous development and improvement of robust safeguarding processes and procedures that promote a culture of safeguarding amongst our workforce.


PERSON SPECIFICATION 

	
	
CRITERIA
	
ESSENTIAL OR DESIRABLE


	
	KNOWLEDGE
	

	1. 
	Understanding of the importance of exercise in the older population
	E

	2. 
	Knowledge of assessment measures in physical activity.
	D

	3. 
	Awareness of safe practice and risk assessment in physical activity settings.
	E

	4. 
	Clear understanding and commitment to equality, diversity and inclusion.
	E

	

	
	SKILLS & ABILITIES
	

	5. 
	Confident in the use of Excel and managing large quantities of data.
	E

	6. 
	Ability to maintain accurate records, data and reports
	E

	7. 
	Strong organisational skills and ability to manage multiple weekly activities.
	E

	8. 
	Clear, supportive communication with participants, volunteers and staff.
	E

	9. 
	Ability to problem-solve and respond to changes quickly.
	E

	10. 
	Empathy, patience and understanding of older people
	E

	

	
	EXPERIENCE
	

	11. 
	Experience coordinating physical activity, wellbeing, or community programmes.
	E

	12. 
	Experience of managing schedules, venues, instructors, or volunteers.
	E

	13. 
	Confident in working with external partners such as NHS or community organisations
	E

	14. 
	Experience of working with Volunteers
	D

	

	

	
	ADDITIONAL
	

	15. 
	Willingness to travel around the Borough 
	E
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