Halton and St Helens VCA – Job Description

Role: Healthwatch St Helens Communication and Engagement Officer 
Salary:  £18,721
Reports to:  Healthwatch St Helens Manager 
Line Managed by:  Healthwatch St Helens Manager
Staff Responsible for:  None
Job Purpose:  

To support and develop work with Healthwatch St Helens members to ensure that the views of patients, the public and local communities inform the development of local health and social care services. 

Key tasks
· Represent and promote Healthwatch St. Helens at community events
· Work with communities within St Helens to recruit members, both individuals and organisations into Healthwatch and encourage people to volunteer.
· To use social media and other appropriate methods to promote the work of Healthwatch and to recruit new members and volunteers.
· Facilitate voluntary, community and faith sector organisations and individuals to participate in Healthwatch activities by distributing information and being involved in the organisation of meetings and events.

· Assist Healthwatch members and the general public across all sectors to have a voice to ensure that Healthwatch St. Helens has a significant influence on healthcare provision and social care services within St Helens.

· Participate in enter and view and PLACE visits and provide admin support.

· Organise and chair public meetings e.g. coffee mornings in response to issues raised by the Healthwatch membership and the general public.
· Follow up enquiries on behalf of contacts made at outreach visits.

· Work with the team Manager to ensure contract compliance, providing evidence of activity for monitoring returns.

· Facilitate task groups and provide admin support.

It is the nature of the work of Halton & St Helens VCA (and Healthwatch St Helens) that tasks and responsibilities are, in many circumstances, unpredictable and varied. All employees are therefore required to work in a flexible way when the occasion arises, so that tasks not specifically covered in the job description are undertaken. These additional duties will normally be compatible with the skills and responsibility of the existing work.

All employees are required to abide by Halton & St Helens VCA’s policies with regard to Health and Safety, Equal Opportunities and Information/Communications Technology. All employees are also reminded of the need to keep all information regarding the organisation, its clients, partners and funders confidential, except where information needs to be shared on a professional basis with colleagues or external partners.
General

· Provide own administrative support including following and maintaining office systems.
· Work to annual targets and provide reports as required to funders and Halton & St Helens VCA Board of Trustees.
· Ensure the security of the office and office equipment.
· Comply with all aspects of Halton & St Helens VCA policy on equality and diversity in carrying out this post. 
· Able to travel locally and regionally.
· Attend all staff, and other meetings, as appropriate and undertake any other work deemed necessary by the Chief Executive Officer to further the aims and objectives of Halton & St Helens VCA.

Person Specification

Essential

· Ability to work with a diverse range of people in a sensitive and professional manner.
· A good working knowledge of Microsoft office software
· Working knowledge of CRM systems 
· Ability to communicate effectively — both orally, in writing and on social media.
· Good organisation and administrative skills
· Ability to work on own initiative and to deadlines.
· Ability to work as part of a team, and develop and maintain close working relationship with colleagues and partners
· Ability to work flexible hours.

Desirable
· A basic knowledge of the specific issues facing St Helens in relation to healthcare provision and social care services.
· A good knowledge of a whole range of issues facing the voluntary sector.
· Group-work skills
· Previous work or voluntary experience in the voluntary and community sector

