SEFTON METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION

Department: Operations & Partnerships


Location: Various
Division:      Communities




Post No: 
Section:       Leisure





Job Evaluation Number: 
Post:            Development Officer – NHS Health Checks (Active Lifestyles) 

Grade:         Band F 
Responsible To: 
Development Manager 
Responsible For: 
Sessional staff (instructors/ coaches), staff on placements and volunteers
JOB PURPOSE

	To deliver on the development and implementation of all elements of the Active Lifestyles Programme.  To contribute to improving public health through increasing physical activity levels, improving diet, and making long-term lifestyle changes.        


MAIN DUTIES

	
	1. To deliver on Public Health commissioned Active Lifestyles – NHS Health Checks programmes to include full health screening, client monitoring. Also to support on existing commissioned programmes such as GP referral and weight management programmes.


	
	2. To deliver NHS health checks specifically targeting those client groups at risk of poorer health outcomes, ensuring the fidelity and quality of the NHS health checks programme is maintained in accordance with national guidelines and evidence of best practice.

3. Devise and implement resources for all Active Lifestyles programme to optimise delivery of sessions and be responsible for the setup, storage, and maintenance of equipment. 
4. Assist with the preparation and presentation of progress and evaluation reports for various stakeholders, contribute to policy development and ensure that service objectives are met.  


	
	5. Assist with the training of appropriate full-time, sessional staff, fitness instructors and students on placement, adhering to the council’s established recruitment and selection procedures at all times.    
6. To be responsible for the day-to-day operation of the Active Lifestyles service, liaising with key contacts, especially initiating, and maintaining effective partnerships with designated General practitioners (GPs) on all Active Lifestyles, LWS and NHS Health Checks, which will assist with the ongoing development of the programmes.  


	
	7. To deputise for the Development Manager (Active Lifestyles) in their absence and act as a representative of the team / section, in addition to being a point of contact for enquiries from both the public and health professionals.
8. To maintain and update client records relating to Active Lifestyles participants, ensuring confidentiality is maintained at all times in line with Data Protection legislation.
9. To work in partnership with Leisure Facilities, including Sefton MBC, partnership, and private facilities, as well as interacting with services providers (including organisations involved in the integrated wellness services (IWS), specialists and community services), ensuring that the highest standards of delivery are attained, in addition to contributing to development of Community Services across the borough.
10. At times provide cover of all Active Sefton Fitness Suites and carry out associated duties including health screening, inductions, programming, and membership sign up.  


	
	11. Utilise appropriate marketing techniques ensuring that the Active Lifestyles Programmes are promoted effectively and receives maximum publicity.


	
	12. Support other members of the team / section with projects and initiatives that relate to the Active Sefton Programmes.


	
	13. Be aware of and committed to equal opportunity principles and comply with the Council’s equal opportunity procedures.
14. Be aware of Health & Safety principles and comply with the Council's Health & Safety Procedures.
15. To commit to undergo further training and development as the role requires.
16. To work a range of hours including evenings and weekends.




Methods of Working:

The post holder will be expected to:
	1.
	Adopt a participative and collaborative style of working, underpinned by strong interpersonal skills that enable team players to play their part within agreed timetables.

	2.
	Take an active part in appraising their own work against agreed priorities and targets, in accordance with the department’s management supervision guidelines and service review process. 

	3.
	Undertake appropriate training, coaching and development opportunities associated with the duties of the post.




SPECIAL CONDITIONS

1. The 36-hour post may involve working unsocial hours including regular evening and weekends.

2. A casual car allowance is payable.

3. The Council operates a no-smoking policy.

4. Enhanced DBS clearance is essential for this post. The post you are applying for is exempt from the Rehabilitation of Offenders Act 1974 and therefore you are required to declare any convictions, cautions, reprimands, and final warnings that are not ‘protected’ (i.e. filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013.  The post you are applying for requires access to the Public Service Network (PSN) and requires compliance with the HMG Baseline Personnel Security Standard.

GENERAL:

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff have a duty to take care of their own health and safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

The Authority has an approved equality policy in employment and copies are available to all employees.  The post holder will be expected to comply with, observe and promote the equality policies of the Council.

Note: 
Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  

Other 
Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

Prepared by: 
Lindsay McDowall
Designation: 
Development Manager

Date: 

        June 2024
PERSON SPECIFICATION 
Post:
Development Officer (Active Lifestyles) 


Post No: 
Department: Operations & Partnerships 


Division:  Communities 
	Personal Attributes Required

(considerations)
	Essential (E)

Or

Desirable (D)
	Method of Assessment

(suggested)

	QUALIFICATIONS/TRAINING

	1. Degree / HND/Higher qualification in a Physical Activity/ Sports Development/ Exercise/ Health field.
	D
	A/I/C

	2. Computer related qualification.
	D
	A/I/C

	3. Evidence of continued professional development.
	E
	A/I/C

	4. Level 3 accredited Personal Trainer award.
	D
	A/I/C

	5. GP Referral Qualification (Wright Foundation or Gayton YMCA/Fit).
	E
	A/I/C

	6. Cardiac Rehabilitation Level 4 Qualification ( BACPR)
	D
	A/I/C

	7. Nutritional Qualification (Focus, Weight Management Centre, MEND, HENRY, Open University).
	D
	A/I/C

	8. First Aid Qualified.
	D
	A/I/C

	9. Children’s physical activity Qualification (Focus, Weight Management Centre, MEND, Community Sports Leaders Award CSLA).
	D
	A/I/C

	10. Multi Skill / Multi Sport.
	D
	A/I/C

	11. Safe guarding. 
	D
	

	12. Level 2 NGB sports Specific Qualification.
	D
	

	13. Level 2 in counselling / motivational interviewing / cognitive behavioural therapy.
	D
	A/I/C

	14. NHS Health Check relevant qualification 
	D
	A/I/C

	EXPERIENCE

	15. Experience in a Physical Activity / Sports Development/ Health area within the public, voluntary or private sector.
	E
	A/I/R

	16. Experience of working with children and young people. 
	E
	A/I/R

	17. Delivery of a wide range of physical activity programmes for Children and young people.
	E
	A/I/R

	18. Supervisory experience.
	D
	A/I/R

	19. Performance Management experience.
	E
	A/I

	20. Partnership working.
	E
	A/I

	21. Managing a database and keeping confidential records.
	E
	A/I

	22. Health screening/physiological testing.
	E
	A/I

	23. Working with voluntary and or private sector.
	E
	A/I

	24. Administrative duties. 
	E
	A/I

	25. Working within a community environment.
	E
	A/I

	KNOWLEDGE OF:

	26. Strategic Framework of Sport, Physical Activity and Public Health (National, Regional and County).
	E
	A/I

	27. Statutory, voluntary and private sector funding agencies, grant application and monitoring processes.
	D
	A/I

	28. Structure and funding avenues of health sector.
	D
	A/I

	29. Children and young peoples guidelines (National and Regional)
	E
	A/I

	30. Best Value legislation and local government modernisation agenda.
	D
	A/I

	SKILLS

	31. Excellent communication, both written and verbal.
	E
	A/I/P

	32. ICT skills, including Microsoft Office and its associated applications. 
	E
	A/I

	33. Self-motivated and an ability to work unsupervised. 
	E
	A/I

	34. Present ideas clearly in written, verbal or graphic form.
	E
	A/I

	35. Staff and team development including mentoring and performance appraisal.
	D
	A/I

	ABILITY TO:

	36. Create a sense of enthusiasm and confidence amongst partners and clients.
	E
	A/I/P

	37. Organisation and planning, including ability to meet tight deadlines under pressure.
	E
	A/I/P

	38. Be creative when designing services and solving problems.
	E
	A/I

	39. Adapt to change.
	E
	A/I

	40. Work Unsupervised 
	E
	A/I

	OTHER

	41. An understanding and commitment to equal opportunities in employment and equity issues.
	E
	A/I

	42. A driving licence and access to a car.
	D
	A

	43. Willing to work unsociable hours – Including evenings and weekends 
	E
	A/I


	Prepared by: Helen Birrell

	AF
	= Application Form

	
	I
	= Interview

	Designation: Locality Team Manager
	T
	= Test

	
	P
	= Presentation

	Date: June 2024
	R
	= Reference

	
	C
	= Certificate


