
Healthy Activities  Programme Assistant
Job Title
Programme Assistant – Healthy Activities 
Salary – £24,454.04 FTE pro rata at 21 hours £ 13,879.32
Hours
21 hours per week 
Responsible to
Healthy Activities Programme Lead
Location
Hybrid working across AUKBD Community Hubs and community settings across Bradford District

Job Purpose
To support the successful delivery of AUKBD’s range of Health Activities with a specific focus on the Communities in Motion programme by assisting with participant engagement, session and event coordination, administration, monitoring, and volunteer support.
The role will help ensure older people can access safe, welcoming, and inclusive physical activity opportunities that improve confidence, wellbeing, and social connection.

Key Responsibilities
Programme Support
Support the organisation and delivery of physical activity sessions and mass participation events.
Assist with participant registration, attendance monitoring, and data entry.
Help prepare venues, resources, and materials for activities and events.
Provide practical support during activities and events.
Participant Engagement
Welcome and support participants attending sessions and events.
Help maintain regular contact with participants, including follow-up calls for missed sessions.
Support outreach and promotional activities within local communities.
Assist with signposting participants to additional activities and services.
Volunteer Support
Support recruitment and coordination of volunteers.
Assist with volunteer inductions, communication, and rotas.
Help ensure volunteers feel supported and valued.
Administration and Monitoring
Maintain accurate participant and attendance records using Charity Log.
Support collection of feedback, case studies, and evaluation information.
Assist with preparation of reports and monitoring information.
Health, Safety and Safeguarding
Support safe delivery of activities and events.
Follow safeguarding and health and safety procedures.
Report concerns appropriately.

Person Specification
Essential Criteria
Experience
Experience of working or volunteering within community, health, wellbeing, or customer-facing environments.
Experience of supporting activities, events, or group sessions.
Experience of working with older people or diverse communities.
Knowledge and Skills
Good communication and interpersonal skills.
Ability to work effectively as part of a team.
Good organisational and administrative skills.
Basic IT skills including email, Microsoft Office, and data entry.
Understanding of the importance of confidentiality and safeguarding.
Personal Attributes
Friendly, approachable, and supportive manner.
Passionate about improving older people’s wellbeing.
Reliable, flexible, and enthusiastic.
Commitment to equality, diversity, and inclusion.
Desirable Criteria
Experience of volunteer support or coordination.
Knowledge of community activities or physical activity programmes.
First Aid qualification.
Level 2 physical activity certificate or relevant qualification in community development, health, sport, wellbeing, or project management.
Ability to communicate with diverse communities and people whose first language is not English.

General Information 
Additional Requirements
Occasional evening or weekend work may be required.
Travel across Bradford District will be required.
All appointments are subject to satisfactory references and DBS checks.
Equality and Diversity
Age UK Bradford District is committed to equality, diversity, and inclusion and welcomes applications from all sections of the community.
Safeguarding
All staff are required to promote and safeguard the welfare of older people and comply with safeguarding policies and procedures.


