
	
Job Description and Person Specification


	Job Title
	Senior Activities Coordinator

	Salary
	£30,296 - £31,364 per annum pro-rata (salary scale point 20 - 22 depending on experience.)
Fixed Term Contract June 2025
Salaries are reviewed annually to see if they should be increased.

	Annual Leave
	26 days per year and bank holidays and statutory holidays.
1 additional day of annual leave per year for each full financial year continuously employed by DHI, up to a maximum of 31 days annual leave per year.

	Pension
	Contributory pension scheme, where DHI contributes 7% and the employee contributes a minimum 3% of their salary tax free.

	Benefits
· Hybrid working, to work at home for part of your working week, and a DHI work laptop and mobile phone.
· Life Assurance Cover.
· Mileage allowance of 45p per mile for using your own car for work journeys.
· Cycle to Work scheme that can save you 25-39% on the cost of a bike and cycling accessories.
· Deals and discounts from DHI’s membership of charityworkerdiscounts.com.
· Access to a confidential 24-hour helpline to support you through life’s challenges.
· Training to help you to do your job well, and a friendly and a supportive workplace with a track record for promoting high performing staff.

	Hours of Work
	18.75 hours per week and additional hours as required from time to time.
Usual working hours are 9am to 5pm with occasional evenings and weekends.

	Place of Work
	Warmley, Yate and Patchway and any other location required by DHI.
DHI’s Hybrid Working Policy means you can choose to work at home for part of your working week (to be agreed with your line manager to meet service need).

	Travel for Work
	Required to travel across South Glos and must be willing and legally able to drive and have use of a car that is insured for business use.

	Accountabilities
	Accountable to: Service Manager

	Purpose
	· Promote social inclusion and independence. 
· Work alongside people experiencing Problematic drug use using a person-centred approach to support them in achieving their goals.
· Activities coordination

	Responsibilities 
Person Centred Service Delivery
· Provide a welcoming reception, offering information, advice and guidance to support an individual to access the right service (DHI, DHI on-line or other).
· Identify, address, advocate, and escalate issues with clients as appropriate.  
· Design Inclusive, Recovery-Focused Activities: Develop activities that support clients on their recovery journeys, fostering a positive, inclusive environment. Actively seek funding and grants to expand access to enriching external activities.
· Build Community Connections: Reach out to local organisations to form partnerships, bringing in valuable resources and diverse activity options that enhance our program.
· Engage and Collaborate: Connect with clients and peers to gather feedback, ensuring activities are meaningful, relevant, and tailored to the community’s needs.
People and Performance
· Participate fully in regular supervision, team meetings, appraisals and learning and development activities. 
· Contribute to a positive, collaborative, and person-centred culture and model DHI values in your behaviours.  
Compliance
· Understand and adhere to all DHI’s policies and procedures as well as good practice guidelines, legal and regulatory requirements.
Other
· This job description contains only the main accountabilities relating to the post and does not describe in detail all the duties required to carry out the role. 
· The post holder will be expected to undertake any other duties reasonably requested by their manager and commensurate with the expectations of the role.

	Skills, Knowledge, Experience, and Behaviours
The most important quality to succeed in this role will be your positive attitude, resilience, and enthusiasm for the work of DHI and your team.
Essential Criteria:
It is also essential that you can demonstrate:
Behaviours
· Belief in and willingness to model DHI values in behaviours, as described in the Behaviour Framework (attached).
Skills and Qualifications
· Good communication skills, written and verbal.
· Ability to plan, prioritise, and organise your own work and time. 
· Good basic level of IT literacy (proficient in Word, sending emails and able to input data into systems following training).
Other
· Able and willing to travel around the geographical area covered by the service.
Desirable Criteria: 
It is desirable that you can demonstrate:
Experience
· Working in a service sector e.g. health, social care, welfare benefits, teaching, armed forces, criminal justice etc.
· Undertaking assessments and producing support plans within a health or social care setting.
Skills and Qualifications
· Brief solution focussed counselling, motivational interviewing or coaching skills or qualification.
All the above skills, knowledge, experience, and behaviours will be tested at application and interview.
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