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	JOB DESCRIPTION
	

	JOB TITLE
	Activities Co-ordinator

	RESPONSIBLE TO
	Operations Manager

	BASED AT
	Footprints in the Community HQ

	SALARY SCALE
	Nicva Scale  point 19 - £25,927 per annum pro rata (£14.81 per hour – based on a 35-hour full time week)

	HOURS
	35 hours per week

	OVERALL PURPOSE OF ROLE
	

	The Activities Co-ordinator post is funded through our Community Wellbeing Partnership to manage and develop social activities within the Footprints in the Community organisation to promote emotional wellbeing and reduce isolation.


	

	RESPONSIBILITIES
	

	· Develop and lead on a programme of engaging activities for our local community
· Develop the Wellbeing Area of Footprints Community Café 
· Organise relevant workshops, groups and training activities for local community

· Promote and develop good working relationships with partner organisations to enhance our community offer

· Promote and advertise community activities and events

· Record, evaluate and evidence outcomes 

· Produce reports and documents appropriate to the role 

	

	Requirements
	

	· Maintain confidentiality at all times.

· Be familiar with and adhere to the charity’s policies and procedures, and ensure that high standards of quality and good practice are maintained, developed and monitored.
· Adhere to Safeguarding policies and procedures.

· Maintain Health and Safety requirements.
· Undertake training as appropriate.
· Attend regular 1:1 support meetings with line manager.
· Have a flexible approach.
· Have a good level of IT skills
· Undertake any other duties of a similar level and responsibility as may be required from time to time.
	


This role is funded by the Community Wellbeing Partnership initially for a 1-year period with potential to be extended. 
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