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Job Description

Activity Worker:  Adur Community Clubs
Responsible to:  
Community Club Activities Manager & Coordinator
Responsible for:
Members, volunteers and visitors
Hours:                               10 hours per week Tuesday – Thursday

Main purpose of job:
To assist and interact with members within the clubs throughout the day

Including, setting and clearing up lunch service.

To actively engage with members and encourage participation in activities.
To assist the Coordinator and Manager in the smooth operation of the
Clubs
Main Duties:




1. To assist the Activity Coordinator and Activity Manager with the daily operation of the centre. Duties will include greeting members and visitors to the club, assist members with activities and overseeing the lunch service.
2. To actively engage with members and encourage to participate in activities; listen to and record members’ feedback.

3. To assist the Activity Manager and Coordinator to develop the activity programme within the centre in line with usage and trends; support instructors; set rooms up and ensure activities are run efficiently and professionally.
4. To act as activity leader for some activities.

5. To monitor the quality of activities, record members’ feedback, enter statistics on database and report to Activity Manager.

6. To supervise volunteers.

7. To ensure all volunteers are supported and receive training as required.
8. To work with the Activity Manager, Activity Coordinator and other team members on volunteer recruitment and retention.
9. To assist the Activity Manager and Coordinator to develop membership for the centre to achieve income target.

10. To assist the Activity Manager with fundraising for the centre to achieve targeted income; actively take part in events.  

11. To act as an appointed First Aider.
12. To ensure Health and Safety standards are maintained for the club and any hazards are reported and dealt with immediately.

13. Uphold Safeguarding policy reporting any concerns to Activity Manager or Coordinator. 
14. To comply with processes and policies of the centre in line with Age UK West Sussex’s management systems.
15. To attend training and meetings as arranged by the Activities Manager or Coordinator.

16. Undertake any other duties appropriate within the role as may be reasonably required by the Activities Manager or Coordinator.
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Person specification for Activity Worker 
	
	Essential


	Desirable

	Knowledge:
	Understanding and empathy of the needs of older people


	Working with older people



	Experience:
	Health and Safety compliance
Team working

	Working with volunteers


	Skills and Abilities:
	Common sense and a practical approach to problem solving
Good organisational skills
Able to work independently and use initiative
Able to handle cash accurately
Able to remain calm when faced with challenging situations
Good communications skills
Able to use Outlook, Word and Excel
Understand promoting independence for older people


	

	Personal Qualities:

	Commitment to equalities
Empathy with older people
Ability to relate well to people from a wide range of backgrounds

	

	Any other factors:
	Willing to undertake appropriate training

Willing to learn organisation’s database system

Willing to organise and attend membership, fundraising and community networking events; may include evening or weekends
Willing to work flexibly to meet the needs of the service including working extra hours to cover team members during absence
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