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JOB DESCRIPTION
Job Title: Wellbeing and Activities Co-ordinator
Hours: Full-time, 35 hours per week. The Centre opens Monday to Thursday 0900h-1700h and Friday 0900h-1630h. Some activities and outings will take place during evenings and weekends and the post holder will be able to adjust working hours as required to accommodate this.
The postholder will be responsible for organising, developing, promoting and delivering activities for groups of people with Sensory Loss in Forth Valley Sensory Centre and at outreach locations within Forth Valley. 

Key Responsibilities

· Plan, organise, deliver and develop groups and activities for people with a sensory impairment. 

· Gather and record feedback to evaluate participant satisfaction at regular intervals.
· Support existing group members to participate in groups.

· Liaise with Volunteer Co-ordinator to help ensure volunteers are matched to appropriate roles.

· Conduct and record risk assessments for activities as required.

· Maintain an awareness of any reporting requirements for funders and ensure these are completed timeously. 

· Keep in regular contact with group members.
· Prepare update on activities and initiatives for Centre User Group meeting, Board Meetings and Centre Reports.
· Work with other agencies and community groups to enrich the activities on offer to Centre Users.
· Develop new groups and work with colleagues as appropriate to secure funding based on centre user feedback.
· Create accessible documents and social media content that promote groups and classes.
· Co-ordinate transport arrangements for group participants.
Person Specification
Knowledge 

· An understanding of the impact that sensory loss has on the health, social and emotional wellbeing of individuals and their carers.
· An aptitude for forming positive working relationships with centre users and a range of health and social care professionals, including service providers.

Skills 

· The ability to communicate effectively with diverse audiences.
· Strong knowledge of Microsoft Office products.
Experience

· Experience of working directly with adults and children with a sensory impairment or additional needs.
· BSL an advantage but training is available

· Budget management experience.
N.B. A willingness to undertake appropriate training is an essential aspect of this post.
 Communications and Contacts

· Internal: Liaise with partners based in Forth Valley Sensory Centre
· External: The postholder must be able to demonstrate a genuine commitment to working in partnership with service users, as organisations throughout the Third Sector and private organisations.
· Environment: The post is based within Forth Valley Sensory Centre; with occasional travel across the Forth Valley area. Some work out with normal working hours is anticipated. 
Knowledge of transport hire and being MiDAS trained are both desirable. 

This post requires a PVG.
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