	[image: image1.png]highlife

highland
na gaidhealtachd




	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:
Macmillan Project Development Officer (Fixed Term for 3 years)

(As this post is funded by Macmillan, HLH will be considering all applications in conjunction with Macmillan’s relevant representatives)
SALARY: 

£29,429 - £32,214 (Salary placing will normally be on the first point of the scale).



LOCATION:
            Inverness with travel throughout Highlands also required


RESPONSIBLE TO:
Health and Wellbeing Manager
JOB PURPOSE: 
1. To develop, implement and evaluate the Macmillan Move More Programme:  a programme of suitable, agreed exercises or physical activity for people affected by cancer.

2.  To forge links with local cancer support groups, cancer health care professionals, third sector organisations and community groups to encourage people living with and beyond cancer to participate in the Macmillan Move More Programme
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. Implement, manage and evaluate the operation of the Macmillan Move More 

      Programme, using an appropriate consultation process to ensure the programme  

      reflects the needs of people affected by cancer.

2. Ensure the effective management, monitoring and utilisation of the financial 

      resources available to the programme, in line with the financial regulations and key      

      funding partners accounting processes.

3. Effectively recruit, deploy and manage any support staff, exercise professionals and 

      volunteers, including ensuring appropriate training is provided to enable them to        

deliver the various elements of the Macmillan Move More Programme.
4. Promote awareness of the benefits of exercise after a cancer diagnosis to the 

      residents of the Highlands.
5. Develop effective partnerships with health and social care professionals to promote 

      and develop the Macmillan Move More Programme.
6. Support the establishment, development, facilitation and ongoing running of the 

      Macmillan Move More Steering Group, including providing regular reports on outputs  

      and outcomes and making recommendations. 

7. Design a sustainability plan, working closely with colleagues in leisure facilities, for 

      the Macmillan Move More Programme based on best practise and evidence.

8. Establish and maintain an effective network with relevant representatives from 

      Macmillan, NHS Highland and other organisations including Third Sector groups and    

      ensure the Macmillan Move More Programme is well represented at local, regional  

      and national meetings.
9. Be aware of and committed to equal opportunities principles.

10. Ensure effective implementation of Health and Safety, ensuring policies and 

      procedures are adhered to and/or designed appropriately to ensure the safe delivery   

      of the programme.

11. Provide advice and guidance to facility managers and staff in regards to

      implementing Macmillan Move More exercise classes in HLH leisure and community   

      centres.
Other Duties:

You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the grading.  As a result of such variations it will be necessary to update this job specification from time to time.
Date:
 12.09.17
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:

Macmillan Project Development Officer

LOCATION:

Inverness with travel throughout Highlands also required


ESSENTIAL ATTRIBUTES:


In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:-
1. EXPERIENCE 
Experience in a development role.
Experience of implementing, managing and evaluating high profile community based programmes (physical activity programmes highly desirable).

Experience of working with health and social care professionals.

Experience of meeting external stakeholders (including funders) needs.

Experience of marketing and promotion.
Experience of identifying training needs for volunteers, coaches and paid staff. 
Track record in developing/delivering/organising suitable CPD solutions and training sessions.
2. EDUCATION AND QUALIFICATIONS
Educated to degree level in a related subject (or relevant experience).
Full valid driving licence or access to personal transport.
Evidence of continuous professional development.
3. SKILLS/ATTRIBUTES GENERAL
Experience of critical analysis techniques to determine best options and measure outcomes.

Extensive project management experience.

Able to manage budgets for best gain.

Able to prioritise tasks, meet deadlines and work on own initiative
Confident with IT skills in Microsoft Office Suite.
4. SKILLS/ABILITIES SPECIFIC TO THE POST
Knowledge and understanding of the value of physical activity for people affected by cancer.
Able to build trust and devolve responsibility and resources to partners and colleagues.
Ability to work effectively and innovatively with partners and maintain good working relationships.
Advocate of best practice.
5. INTERPERSONAL AND SOCIAL SKILLS
Excellent communication skills, written and verbal.
Enthusiastic, motivated, and the ability to advise, guide and motivate/encourage others.
Ability to handle sensitive situations appropriately and with discretion.
Ability to adopt a participative and collaborative style of working.
Good negotiation, facilitation and customer service skills.
Ability to adopt role model behaviours.
