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JOB DESCRIPTION

Job Title:	 Health & Wellbeing Advisor (Casual)	
Department:	 Research & Support	
Reporting to:  Prevention Team
Location:	 Various locations across West Wales
PURPOSE OF ROLE
[bookmark: _GoBack]We are looking for enthusiastic and motivated individuals to help us deliver our cancer prevention programmes across West Wales. The successful candidate must comfortable delivering presentations to various age groups and in different settings. The role will involve close collaboration with volunteers.

The majority of the role between April and September will be supporting our Here Comes the Sun (HCTS) campaign 2019, which is a sun safety campaign that will be delivered in Primary and Comprehensive schools and at community events throughout South Wales. The main purpose of the campaign is to raise awareness of skin cancer and to deliver sun safety messages with the focus on prevention.
The role includes administrative duties including ensuring all materials are available for classroom presentations/events, collecting and returning data for analysis and identifying local events where Here Comes the Sun messages could be delivered.

Staff training and all required resources are provided to ensure you are confident having brief intervention conversations. For this role it is desirable that applicants are able to communicate in Welsh.

MAIN DUTIES AND RESPONSIBILITIES
Operational:  
· To assist the Prevention Team to deliver their Prevention campaigns predominantly Here Comes the Sun safety campaign between April and September.
· Attend a compulsory one day induction/training covering all aspects required to deliver the campaign.
· Ensuring there are adequate materials to deliver individual events.
· To be able to drive to various events and have the use of your own vehicle.
· Identify opportunities, new events or organisations where the Here Comes the Sun campaign could be delivered.
· Provide feedback and data from events for analysis by the Prevention Team.
· Publicise the campaign within the local community to identify interested groups and inform the Prevention Team of potential partners.
· Deliver the Tenovus Cancer Care Schools Sun Safety Programme to primary and Comprehensive schools as arranged on the rota.
· Give short presentations on sun safety/skin cancer awareness to interested groups.
· Provide written sun safety information and sign post individuals to appropriate advice and support.
· Liaise with community event organisers to ensure efficient delivery of the Here Comes the Sun Campaign at booked events.

People Management:
· Liaise with other Sun Safety Advisors and volunteers to ensure the efficient delivery of booked events in schools and the community.

Financial Management:
· Complete and return all financial paperwork such as time sheets and expenses by the stipulated date.
· Any other duties as required to deliver the Here Comes the Sun campaign.

Prepared by:    Maura Matthews			Date Prepared:  14.2.19

FLEXIBILITY STATEMENT
In addition to the duties and responsibilities outlines, you must be prepared to undertake such additional duties which may result from changing circumstances, but which may not of necessity change the general character or level of responsibility to the post. You will be subject to annual performance reviews which will incorporate a review of these duties and performance over the year.

CONFIDENTIALITY
Ensure, in the course of employment, complete confidentiality is maintained in respect of the Charity, its dealings, transactions, affairs and all other information relating to clients, participants, associates, staff etc.  and to ensure that all information relating to the above is processed in accordance with the Data Protection Act 1998.

COMPETENCE
You are responsible for limiting your actions to those which you feel competent to undertake.  If you have any doubts about your competence during the course of your duties you should immediately speak to your line manager.
RISK MANAGEMENT
It is a standard element of the role and responsibility of all staff within the Charity fulfil a proactive role towards the management of risk in all of their actions. This entails the risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses and hazards.
HEALTH AND SAFETY REQUIREMENTS
All employees of the Charity have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions.  Employees are required to co-operate with management to enable the Charity to meet its own legal duties and to report any hazardous situations or defective equipment.

SMOKING
All employees, whilst in Tenovus Cancer Care’s employment, are required to adhere to the Charity’s no smoking policy. Any breach of this policy will be deemed as gross misconduct.

WORKING WITH VOLUNTEERS
All employees, whilst in Tenovus Cancer Care’s employment, may be required to recruit and manage volunteers. This is an expectation for all roles at Tenovus and full support will be provided by Tenovus’ Volunteering department.

EQUAL OPPORTUNITIES
The Charity is committed to providing equal opportunities in employment and to avoiding unlawful discrimination in employment and against customers. All employees are expected to promote equal opportunities for staff and clients in accordance with the Charity’s Equal Opportunity Policy and Procedure.

VALUES
The charity works within a culture that reflects the following values – Respectful, Bold, Creative, Supportive and Inspiring. All employees are expected to demonstrate and reflect these values in their day to day activities.

PERSON SPECIFICATION
	
	Essential
	Desirable

	Experience & Knowledge

	Educated to Degree level in a relevant subject or equivalent 
	
	

	Understanding of Community Health Development and promotion
	
	

	Understanding of how deprivation impacts on people’s health and well-being
	
	

	Experience of multi-agency partnership working and development 
	
	

	Experience of supporting and working with volunteers
	
	

	Experience of working with hard to reach groups
	
	

	Ability to deliver designated health promotion campaigns
	
	

	Skills

	Ability to communicate at all levels
	
	

	Good administrative and organisational skills
	
	

	Other
	
	

	Highly motivated, enthusiastic and committed
	
	

	Must be prepared to work irregular hours and weekend working
	
	

	Ability to communicate in Welsh
	
	

	Must be prepared to travel 
	
	

	Driving licence and use of car
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