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Description automatically generated]Job Description 

[bookmark: _Hlk52187754]Title:	Hub Project Coordinator 

Location:	35 Salem Street, Bradford BD1 4QH

Hours of Work:		37.5 hours per week (excluding a 30 min unpaid meal break) 

Salary:	£31,290

Responsible to:	Deputy Director of Operations

	

OVERVIEW 

This service is embedded within The Wellbeing Network which stretches across the Bradford District and is delivered by four individual Hubs:

•	Single Point Access Hub - digital
•	Manningham 
•	Bradford East 
•	Tong 

[bookmark: _Hlk152166753]These hubs are collectively known as the Wellbeing Network.

Working under the Bridge project this post will oversee Single point access hub, affiliate Wellbeing HUBs (That Bridge leads) and TELEPHONE befriending service. The role has line management responsibilities.
THE ROLE
Working with small team you will assist in the co- development of the delivery model, working in close collaboration with other Wellbeing Network partners. 

· Provide a welcoming first point of contact for people referred to the Wellbeing Hubs and identify the most effective pathway for support. This involves adopting a person-centred approach to unpick a client’s wellbeing issues and connect them to relevant services. The goal of the triage is to help clients access support that will enable them to make improvements to their general health, wellbeing, and social situation.
· Safe recruitment, training, deployment, and supervision of a cohort of volunteer befrienders capable of providing specialist support to vulnerable people.
· Support monitoring and evaluating the project and ensuring relevant learning is captured for the purpose of developing updates and reports.
· Support delivery of traineeships providing, coaching, mentoring and reflective feedback.


Key Duties and Responsibilities
Direct oversite of service delivery, including line management of staff in the Single Access Point and befriending service as part of the Wellbeing Network and any relevant affiliate hubs.

Befriending Service:
· Recruit, train and support volunteers with a diverse skill mix, from backgrounds representative of the local community (with specific emphasis on priority groups where appropriate e.g., people with protected characteristics, lived experience, specialist skills and knowledge)
· Ensure volunteers are recruited in line with Bridge’s equal opportunities policy and Volunteering recruitment policies and procedures.
· Identify where volunteer befrienders can actively support the delivery of services.
· Mapping the future capacity, needs and skills requirements for volunteer befrienders.
· Contribute to updating a training manual, protocols, and operational procedures in relation to the running of the new Telephone Befriending Service.

Triage: 
· Manage Email inbox which is one of the referrals in pathways.
· Liaise with individuals requiring support from the Hub’s services and remain as the first point of contact throughout their involvement with the Wellbeing Network.
· Assess an individual’s problem(s) using sensitive listening and questioning skills. 
· Identify key information about the problem(s) including time limits, key dates and any requirement for urgent advice or action.
· Refer or signpost individuals appropriately to trusted services providers within the Wellbeing Network and externally, making arrangements / appointments, and informing individuals of expectations and potential needs.
· Ensure referral has been actioned maintaining contact with the client throughout. 
· Send information to clients, as per the relevant process.
· Review & action client cases monthly in line with the Hub’s service level agreement.

Manage Relationships and line management

· [bookmark: _Hlk152164416]Maintain excellent, collaborative relationships with all stakeholders and the Wellbeing Network, including but not limited to volunteers, individuals who would like a befriender, and their representatives.
· Communicate effectively with the Wellbeing Network, ensuring the continuous provision of a service that is both high quality and relevant to the needs of the Wellbeing Network and clients.
· Raise awareness and champion the value of the WellBeing Network
· Engage people who use the service in evaluation of their experiences. 
· Provide onsite day-day coordination and team support. 
· Mentoring, coaching and development of staff.
· Staff supervision, appraisals, training and development
· Chair team meetings 
· Coordinate staff inductions



The post holder will be working in a developing environment and will therefore be expected to undertake other appropriate duties as required. 







Person Specification

	
	Essential

	Desirable

	Qualifications
	· Educated to GCSE or NVQ Level 2 standard or equivalent level of work experience.
· Readiness to complete training as appropriate. 

	· Relevant award or equivalent in education or training.
· Relevant qualification in the field of health and social care.


	Experience
	· Experience of working in a voluntary sector or health or care setting.
· Experience of managing workload and working independently.
· Experience of maintaining confidential records and providing information for monitoring and evaluation.
· Experience of coaching and line managing staff


	· Previous experience working with managers at a senior level. 
· Experience of Project development

	Knowledge and Skills
	· Excellent oral and written communication skills, with an ability to communicate with a wide range of people. 
· Proficient working knowledge of complete Microsoft Office packages.
· IT literacy including proficiency in word processing and data entry.
· Knowledge and understanding of confidentiality and professional boundaries.
· Knowledge of safeguarding issues.

	· Good local knowledge of the area. 



	Other Attributes
	· Passion to empower people to achieve positive health and wellbeing outcomes.
· Honesty and Integrity.
· Understand and respect The Bridge Project’s core values.
· Empathy and ability to work with people from disadvantaged, marginalised, or socially excluded backgrounds.
· Willingness to work flexibly in terms of hours, including out of office hours.
· Conforms to a standard of dress which reflects a professional service.
· Committed to own professional development.
· Friendly approach and positive outlook.
· Ability to work as a member of a team.
· Can meet the mobility requirements of the post.

	











	Key Behaviours 
	Works Proactively
Demonstrates initiative, thinks ahead and takes prompt action to solve problems; completes tasks, overcomes obstacles and seize opportunities.

	
	Leads Change & Improves Performance
Responds quickly and positively to change, seeking to continuously improve performance by learning quickly from our mistakes, celebrating our successes and constantly developing our people and processes.

	
	Demonstrates Creativity & Innovation
Applies creative and  lateral thinking to organisational issues; challenges the status quo and introduces new ideas, methods and processes.

	
	Client & Customer Focused 
Focuses on and understand the needs of internal and external customers, members and other stakeholders and strives to deliver a prompt, effective and personalised service. (For ‘customers’, please also read members, stakeholders and audiences).

	
	Influences Others & Communicates Effectively
Positively influences others and where appropriate persuades them to change their views, intentions or actions.  Listens closely and communicates clearly both verbally and in writing.

	
	Applies & Shares Expert Knowledge
Demonstrates the specialist knowledge and technical requirements of the job. Applies skills and experience to perform the job effectively, completes work to a high standard and shares knowledge across the organisation.

	
	Works Collaboratively with Others
Works collaboratively with others for the good of the business; builds a network of good relationships and develops a thorough understanding of the organisation and the wider sector.

	
	Values & Respects Others
Respects other individuals; listens and takes into account different opinions, feelings and motivations; is trustworthy and acts with integrity; responds and acts constructively towards others.
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