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Wellbeing Centre  Coordinator 
Job description

Post




Full time – 36.25 hours 
Accountable to

Service Delivery and Standards Manager  
Employing authority

Age UK Sheffield 

Salary


 £18, 727 - £21, 654 (depending on experience)
Office base



Wellbeing Centre community venues. The post holder 





must be willing to travel across Sheffield and cover other services as required . 

Purpose of post

Age UK Sheffield provides high quality services for people living with dementia and their families. Our Wellbeing Centre provides person centred and stimulating activities for people living with dementia based on cognitive stimulation therapy principles. The post holder will be part of a team working with and for people who are living with dementia. The post holder will  facilitate:

· peer support;
· customer-led and activities based on themes;
· exploration of new customer interests;

· full customer involvement in achieving outcomes that have been defined in a co-produced support plan;

· support to family members 

· fulfils all Age UK Organisation Quality Standards.

Responsibilities
The postholder will:
1. provide a non-institutional, stimulating and safe environment, responsive to individual customers’ needs, including the impact of memory loss / dementia.

2. nurture and facilitate peer support. 

3. Facilitate evidence based group and individual activities both at the Wellbeing Centre and in the community as necessary, in response to customer interests and feedback
4. support the delivery of bespoke, co-produced, co-delivered person-centred support plans. Ensuring these are reviewed regularly and in accordance with any changes in customer needs
5. be at the forefront of implementing best practice in non-clinical dementia care,accessing relevant training, conferences and research and putting learning into practice
6. overcome barriers to communication with customers.
7. support the implementation of customer risk management plans. 

8. maintain comprehensive, accurate up to date records for each customer using Age UK Sheffield’s secure, on line customer database. 

9. maintain up-to-date knowledge of all Age UK Sheffield services and provide customers with information on, and/or support them to access, these services.

10. Provide support, direction and guidance to staff, volunteers and student social workers on placement with Age UK Sheffield’s Well-being Centre(s) to ensure the smooth running of the centre.
11. assist in establishing dementia friendly communities, e.g. raise public awareness of the impact of memory loss and how everyone can help those affected. 

12. observe, identify and communicate any changes that may affect a customer’s ability to live independently / increase their risk of unplanned hospital admission.
13. follow organisational policies and procedures including Safeguarding Adults . 

14. undertake all relevant training and in accordance with on-going personal professional development, Age UK’s Organisational Quality Standards and relevant legislation.
15. participate in and actively prepare for one-to-one supervision, team meetings and annual review.

16. carry out duties in compliance with the Health and Safety at work Act 1974 and subsequent Health and safety legislation. Ensure all practices and procedures are undertaken in accordance with a healthy and safe working environment 

17. undertake any other tasks, duties or projects which may arise from time to time which are commensurate with the general level of this post and as directed by the designated line manager.
Approach

· customer focused
· creative, flexible, can do approach, spotting opportunities and making it happen and open to new ways of doing things;
· careful listening;
· empathetic, focussed communication;
· positive problem-solving, flexible, taking initiative;

· enabling customers to be the architect of their own lives;  

· active facilitation of co-production in all aspects of Centre life; 

· sensitive and non-judgemental approach, treating people with unconditional respect at all times and making no assumptions about what customers can/can’t do or will/won’t want to do;
· accurate, methodical and appropriate record keeping

· customer co-production of all Centre planning and activity.
Most challenging part of the job

· facilitating peer support, group and 1-1 activities to ensure all participants achieve individual objectives.
· flexible and responsive to customers’ changing needs and adapting approach / communication to facilitate customer involvement. 
· accurate, methodical and appropriate record keeping.
Communication and working relationships

· as a member of The Wellbeing Centre team, including staff, volunteers and student social workers on placement;
· with customers, carers and professionals;
· with Age UK staff 
· with health and social care professionals and partner organisations;

· with voluntary, community and faith sector organisations;
· external agencies. 

Arrangements to compliment this post
1. Induction and training
All staff complete an induction at the start of their employment and before beginning direct work with customers. Induction includes all Age UK Sheffield policies and procedures e.g. Health and Safety, Confidentiality and gives new staff the opportunity to shadow existing staff as they deliver Age UK Sheffield services. Safeguarding Vulnerable Adults and Children training will be completed within 6 weeks of commencement of employment in line with Age UK Sheffield Safeguarding Vulnerable Adults and Children Policy.

In addition to the above, the post holder will, in the course of their induction:

· complete training in cognitive stimulation therapy and dementia stars 
· learn to input data to an electronic customer database.

Further training will be undertaken in line with personal development plans and changes to organisational approaches/priorities.
2. Probationary period

Employment is subject to a satisfactory probationary period of 6 months. During this time your performance and conduct will be reviewed and assessed. The probation period may be extended.
3. Supervision

Regular 1-1’s will be used to support the post holder’s personal development and delivery of the new role. 
4. Team meetings

Regular team meetings will be used to:

· assist professional and Wellbeing Centre development;

· discuss service delivery;

· promote communication and shared learning within the team.
5. Mobile phone
You will be issued with a mobile telephone that must be carried with you during working hours (in line with Age UK Sheffield Mobile Telephone procedure).

6. Special requirements

· Ability to travel around Sheffield 

· Full UK driving licence and access to your own vehicle is desirable

· Appointment is subject to a satisfactory Disclosure and Barring Service check at enhanced level. Continued employment is subject to satisfactory Disclosure and Barring Service checks undertaken periodically as required.
9. Software

A bespoke software system has been designed to support the delivery of all Age UK Sheffield services.
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