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JOB DESCRIPTION

Job title:
Active in Later Life Co-ordinator (Teignbridge)
Hours:


20-30 per week (to be agreed with successful candidate)
FTE Salary:


£21,630 per annum 

Contract type: 

Fixed term until 31 March 2021
Place of work: 
Age UK Devon, 1 Manaton Court, Matford Business Park, Exeter, EX2 8PF with some occasional home working
Responsible to: 

Active in Later Life Manager 

Aims of the post

· To support all existing Age UK Devon community activities in Teignbridge including activities funded by the Connecting Actively to Nature (CAN) programme.
· To set up, deliver and support new chargeable Age UK Devon community activities such as Seated Vitality, IT support sessions, social groups and luncheon clubs.
· To set up and support new CAN community activities.
· To work in partnership with other key organisations such as Active Devon, Devon County Council, Teignbridge District Council etc., to develop new joint community activities.
· To become a Trainer and deliver training courses, e.g. Seated Vitality to generate unrestricted income for Age UK Devon.

Main tasks 

· To consult with older people about what community activities they would value, and use the results to develop sustainable groups and activities in Teignbridge.
· To initiate, develop and maintain relationships with key partners to promote the needs of older people.

· To research suitable venues where social groups and activities could be delivered.
· To identify funding opportunities to support the development of social groups and activities.
· To support new group and activities until they are completely volunteer-led.

· To work with the Office Administrator to produce materials/literature to promote services and activities.
· To market and promote new social groups and activities using agreed material materials.
· To coordinate some fundraising activities linked to Age UK Devon’s 70th birthday in 2020.
· To represent Age UK Devon externally at meetings, talks, events and presentations ensuring that the organisation develops and maintains a high professional public profile.
· To provide statistical information, qualitative data and case studies to monitor the effectiveness and quality of service provision.
· To recruit, induct and support volunteers delivering Active in Later Life activities in Teignbridge.  
· To work with the Active in Later Life Manager to deliver chargeable training sessions in Teignbridge.

· To work with the Active in Later Life Manager to ensure that all service provision is delivered in a cost-effective manner, and within agreed annual budgets.  

Other 

· To ensure that Age UK Devon’s quality standards are consistently applied across the organisation.
· To ensure that all work is carried out in accordance with Age UK Devon’s policies and procedures.

· To carry out any other tasks which are consistent with the responsibilities of the post.

Personal Performance and Development

· To undertake employment induction training.

· To complete Level 3 Award in Education & Training.

· To complete Seated Vitality training.

· To actively participate in Age UK Devon’s Performance Management process.

· To undertake and implement agreed on-going training/personal development.

· To attend events, training and meetings outside Teignbridge, as agreed with the Active in Later Life Manager.

The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees, volunteers and older people, and is consistent with Age UK Devon’s Equality & Diversity Policy. 

This job description should not be construed as an exhaustive list of the duties the post holder may be asked to undertake.  All job descriptions will be kept under review.

PERSON SPECIFICATION

	
	Essential criteria
	Desirable criteria


	Qualifications
	
	· Level 3 Award in Education & Training

· First Aid at Work
· Qualifications in sports and/or activities for older people [such as activities coordinator qualification].


	Experience
	· Experience of working with and/or understanding the needs of older people.

· Experience of collaborative working with a range of partner agencies and professional practitioners across sectors.

· Experience of working with volunteers 
· Experience of developing and delivering social activities for older people.

	· Experience of giving talks and presentations.

· Experience of recruiting, managing and supporting volunteers.

	Knowledge & understanding
	· Knowledge of the voluntary organisations and community groups in Teignbridge.

· Understanding of the needs of older people.

· Understanding of Safeguarding, GDPR, Equalities and Diversity.

	·  


	Skills & abilities
	· Excellent interpersonal and communication skills with the ability to network and build effective working relations and partnerships.

· Excellent organisational and management skills, and the ability to plan and prioritise work, meet deadlines and use initiative.

· The ability to identify potential business opportunities. 

· Excellent IT skills, with knowledge of standard Microsoft packages.

· Personal motivation.

· Good problem solving and negotiating skills.

	· Working knowledge of social media

	Other
	· Access to a motor vehicle and insurance which covers Business Use.
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