Programme Assistant
Job Title
Programme Assistant – Social Connections 
Hours
21 hours per week
Salary: £24,454.04 FTE pro rata at 21 hours £ 13,879.32
Responsible to
Programme Lead – Social Connections 
Location
Based across AUKBD Community Hubs and community settings across Bradford District
Purpose of the Role
To support the day-to-day delivery of AUKBD’s Social Connections work with a specific focus on the Enabling Connections Programme, providing person-centred support to older people experiencing loneliness and social isolation through a structured, time-limited, goals-oriented befriending model.
The role will coordinate referrals, assessments, volunteer pairing, reviews, and participant support to ensure positive outcomes for older people.
Key Responsibilities
Participant Support and Delivery
· Undertake initial conversations and assessments with older people referred into the programme.
· Support individuals to identify personalised goals and develop friendship plans.
· Coordinate appropriate pairing between volunteers and older people based on shared interests, preferences, and needs.
· Monitor participant progress and undertake regular reviews.
· Support planned endings and transitions into sustainable community connections.
Volunteer Coordination and Support
· Support the recruitment, onboarding, and induction of volunteers.
· Provide regular support and supervision to volunteers.
· Ensure volunteers work safely and within defined boundaries.
· Maintain regular contact with volunteers and respond to emerging issues.
Safeguarding and Risk Management
· Undertake risk assessments and ensure safe working practices are followed.
· Identify and respond appropriately to safeguarding concerns.
· Escalate concerns in line with organisational procedures.
· Ensure accurate and timely record keeping.
Monitoring and Administration
· Maintain accurate participant and volunteer records on Charity Log.
· Support monitoring of outcomes and programme activity.
· Assist with data collection and reporting requirements.
· Support promotional and engagement activity.
General Responsibilities
· Work in line with AUKBD’s values and policies.
· Promote equality, diversity, and inclusion.
· Represent AUKBD positively within communities.
· Undertake other duties appropriate to the role.

Person Specification – Programme Assistant
Essential
Experience
· Experience of working with older people, vulnerable adults, or within community services.
· Experience of providing person-centred support.
· Experience of working with volunteers or community groups.
· Experience of maintaining accurate records and handling confidential information.
Knowledge
· Understanding of loneliness and social isolation affecting older people.
· Understanding of safeguarding and safe working practices.
· Understanding of person-centred approaches and goal setting.
· Understanding of confidentiality and professional boundaries.
Skills and Abilities
· Strong communication and interpersonal skills.
· Ability to build positive relationships with older people and volunteers.
· Ability to support individuals in setting and achieving goals.
· Ability to work independently and manage workload effectively.
· Ability to maintain accurate records and use IT systems.
· Ability to respond calmly and appropriately to concerns.
Personal Qualities
· Warm, empathetic, and approachable.
· Reliable and organised.
· Flexible and responsive.
· Committed to inclusion and empowering older people.
· Committed to AUKBD’s values and mission.
Desirable
· Experience of friendship services, wellbeing, or community support programmes.
· Experience of using Charity Log or similar CRM systems.
· Knowledge of local services and community resources.
· Relevant qualification in health, social care, or community work.
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.


