	MYTIME ACTIVE

	JOB DESCRIPTION

	TITLE: Primetime Community Coordinator
	 REPORTS TO: Primetime Manager

	MAIN PURPOSE:  To increase the number of older people participating in sport and physical activity by developing, coordinating, promoting and delivering relevant programmes of Primetime activities.  

	SUMMARY OF RESPONSIBILITIES AND DUTIES

1. Develop, coordinate and oversee the delivery of Primetime sessions within Mytime Active and community facilities that are tailored to the needs and interests of older people.

2. Consult and engage with older people to determine which sports and physical activities are appropriate / relevant and the best days / times to schedule activities.
3. Assist with recruitment and training of a team of volunteer Primetime buddies to motivate older people to take up and retain sport and physical activity and to monitor and manage their input into identified facilities.
4. To develop accessible and sustainable Primetime programmes to encourage those new to sport and physical activity to play and maintain their participation at least once per week.
5. To present the benefits of physical activity, distribute Primetime information and deliver exercise / sports sessions as appropriate in community settings and to a variety of community groups and organisations as part of a planned community outreach programme.  
6. To produce, distribute and disseminate publicity and promotional material to local residents and community groups in Bromley as part of a community outreach programme.

7. To develop partnership links with appropriate organisations and agencies working with older people in the local area in order optimize their involvement in sport and physical activity.
8. To monitor and evaluate the programmes through measurement and reporting of key performance indicators as specified and agreed by funders and Mytime Active.

9. To report and profile the projects achievement against project targets and to provide progress reports to the appropriate funding agencies and partnership groups such as Pro-Active Bromley.
10. To record budget expenditure and deliver the project within budget. 
11. To ensure that a commitment to equal opportunities is reflected at all stages of project planning, delivery and evaluation.



	MYTIME ACTIVE

	PERSON SPECIFICATION

	TITLE: Primetime Community Coordinator
	REPORTS TO: Primetime Manager

	SKILLS & ABILITIES

1. Proven ability to deliver, monitor and evaluate a programme of physical activity to target groups.

2. Evidence of well developed verbal and written communication skills. 

3. Proven ability to build relationships and influence others to facilitate partnership working.

4. Proven ability to work on your own initiative and as part of a team 

5. Proven planning and organisational skills.

6. An ability to assimilate and use information quickly e.g. computing packages and new initiatives from external agencies.


	KNOWLEDGE

1. Knowledge of health related benefits of regular physical activity for Older People. 

2. Knowledge of national guidelines relating to physical activity.
3. Knowledge of marketing techniques for the promotion of sport and physical activity.
4. Knowledge of policies relating to safeguarding vulnerable adults

	EXPERIENCE

1. Experience of working with target groups
2. Experience of working effectively as a team member.
3. Experience of monitoring a budget.

4. Experience and confident in making presentations to a variety of audiences.

	QUALIFICATIONS

1. A qualification in teaching physical activity particularly to older adults is desirable, but not essential.  



	SPECIAL CONDITIONS

1. Must be able to attend meetings across the region including evenings and weekends.

2. This post is subject to DBS Disclosure.
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