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Age UK B&NES does not intend for, or regard, this job description to be contractually binding on the Charity and reserves the right to review, amend and update to meet the demands of the organisation.

	JOB TITLE:
	Ageing Well B&NES Programme Officer

	SALARY:
	£10000 – £12500 p/a (£25000 FTE)

	CONTRACT TYPE
	Temporary app April 2026 until end June 2027 with potential for extension

	DAYS & TIMES:
	Initially 14-17.5hrs p/w to be agreed
with an agreed notional allocation (TBC) of time within that for Older People’s Voice

	DEPARTMENT/LOCATION:  
	

	REPORTING TO:  
	Ageing Well Programme Lead

	HOLIDAY ENTITLEMENT 
	7.2 weeks pro rata

	Probationary and Notice periods
	2 months 



	Purpose

	
As our Ageing Well Bath and North East Somerset Project Officer you will assist the Ageing Well B&NES Programme Lead with the on-going delivery of the Programme as it develops - placing older people at the centre of all our initiatives – empowering them to live confidently, be heard, be celebrated, and be able to access the right support for happy, healthy, and fulfilled lives.
You will be thorough and have excellent attention to detail, providing a range of secretariat and administrative services, inc. internal and external meetings and preparing papers, reports, minutes etc.
You will engage with multiple agencies and partners and there will be an emphasis on partnering with, supporting and encouraging other local organisations to implement and deliver activities that contribute to people ageing well across B&NES



	Responsibilities

	Provide efficient & effective administrative and operational support to the Ageing Well Programme – its Lead, Chair / Steering group and Older Peoples Voice group inc. aspects of event management/support.
Organise and maintain records and filing to a high standard of accessibility and accuracy as appropriate to the needs of the Ageing Well team, organisation and funders.  
Prepare high-quality meeting papers and briefing materials, produce information and reports as required. 
Undertake elements of research and analysis in assigned project areas and contribute to the preparation of project briefs to support informed decision making and planning.
Contribute to the development and updating of the detailed project plan and the identification and accurate recording of outcomes that measure / reflect the impact of the service.
Communicate with relevant stakeholders to provide updates regarding project status and implementation issues.
Assist with the recruitment, training, and development of contractors / volunteers.
Work flexibly and undertake ad hoc administration, support, and project oversight as required.
Operate in line with Age UK Bath & North East Somerset’s vision, mission and policies. 






Person Specification

	Criteria
	Essential
	Desirable

	Experience
	Of providing administrative and operational support to a small team.
Of gathering, maintaining and disseminating accurate data records and contributing to impact and evaluation reporting
Of managing a varied and busy workload, balancing competing priorities and deadlines?
	Experience of work with multi-partner initiatives
Experience of dealing with statutory bodies (councils, NHS etc). 
Experience of working with voluntary sector organisations.

	Skills & Abilities
	Ability to problem-solve in a swift and pragmatic way demonstrating direction and focus
As stakeholder events and engagement activity form a key part of the programme, should we reference support for event planning and delivery more explicitly here (e.g. logistics, documentation, follow-up actions)?
Ability to work independently, take initiative and progress agreed workstreams with at times, minimal supervision. 
Proactively seeking collaboration with partners
Ability to communicate confidently, personably and professionally with a range of stakeholders, including statutory partners and community representatives.
Demonstrate a high level of attention to detail and care
	Knowledge / experience of…
Salesforce
Microsoft office software (including Sharepoint and Teams)
Canva 
Mailchimp 

	Knowledge and understanding
	
Understanding of the needs and challenges and opportunities of working with ageing and older people

Understanding of data protection, safeguarding, health and safety and other legislative requirements in relation to this role
	

	Education & Training
	Willingness to take feedback and undertake professional development
	

	Other job- related requirements
	Ability to travel to and from meetings and other events may be held out of normal office hours and may involve travel away from the local area.
	Use of own car / vehicle to do so



Standard Clauses:
Equal Opportunities: The postholder will be expected to adhere to the organisation’s Equal Opportunities Policy in all aspects of their work.

Health & Safety: The postholder will be required to abide by the organisation’s Health & Safety Policy and the requirements of the Health and Safety at Work Act and to ensure that on a day to day basis this is observed by all Staff / Volunteers involved with the group(s).
Confidentiality: The postholder will be expected to adhere to the organisation’s Confidentiality Policy at all times.
DBS Check: Confirmation of appointment to this post will be subject to a satisfactory DBS check

Age UK B&NES does not intend for, or regard, this job description to be contractually binding on the Charity and reserves the right to review, amend and update to meet the demands of the organisation.
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