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Job Description

Post title: 

Health Co-ordinator
Spinal Point:

17
Responsible to:
Health and Wellbeing Manager & Club Manager
	Job Purpose:

	Co-ordinate, develop and oversee the delivery of health initiatives and schemes including:
· Overseeing the referral and pre-screening of clients to ensure suitability for the scheme
· Referring clients into the most appropriate physical activity 
· Organise and deliver one-to-one and group sessions
· Maintain a central referral database and feeding information about clients back to GP Practices and Health Specialists
· Ensuring high quality service delivery standards throughout the programmes and activities offered

· Ensuring Key Performance Indicators are met for the schemes (Lite 4 Life & Active Health programmes) and that feedback is provided to the funding body

· Acting as the main/key point of contact for all Health Service enquiries looking to develop partnerships with specialist organisations

· Creating an inclusive and professional club environment for all members/customers


	Duties and responsibilities:

	1
	
Act as the line manager for the Health Advisors and sessional team members.


	2
	Co-ordinate and manage rotas and timetables, holiday, and sickness cover to ensure staffing resource meets the needs of the service.

	3
	Participate in the recruitment, training and the appraisal process of Health team members including Apprentices.

	4
	
Support clients through an individually designed health pathway that aims to improve their health and wellbeing.
 

	5
	
Maintain high service standards in relation to client acquisition and service enquiries including quality referral processes (Refer All, Gym Sales, MyWellness & XN booking systems)

	6
	Oversee and deliver consultation, induction, and health sessions in line with national health guidelines.

	7
	Monitor and evaluate the delivery of all health-related programmes and activities.

	8
	Effectively communicate service and programme changes to Health team, clients, and Club Manager/Deputy Manager.

	9
	Review and develop the health activity programme to ensure it is inclusive.

	10
	Ensure a consistent approach by the Health team in handling new clients, goals and motivations and communicating the aim of the services.

	11
	
Implement customer retention schemes and activities that improve business performance, including:
· Increase attendance levels

· Improve conversion to membership and follow-on services on completion of the scheme
· Improve NPS score


	12
	
Assist the Health & Wellbeing Manager & Club Manager to introduce new fitness initiatives and monitor the day to day running and impact on overall performance.


	13
	
Oversee the client management processes and produce reports as required by funding organisations.


	14
	
Assist the Health and Wellbeing Manager & Club Manager to monitor and manage allocated budget and ensuring external funding agents funds are spent in line with agreements / contracts.


	15
	Organise and deliver site specific shadowing and induction for all new health team staff.

	16
	Undertake health service delivery across a broad section of the service.

	17
	Be pro-active in resolving customer complaints and escalating to Club Manager/Deputy Manager where appropriate.

	18
	Liaise with venue management to ensure that all equipment used by Health team clients is maintained and serviced to the correct standards.

	19
	Support and work closely with venue management to complement their operation.

	General requirements for all Tees Active Limited employees:

	1
	
To deal with customer/service enquiries in a professional and positive way. Ensuring that the service maintains a strong customer focus and remains committed to the principles of Customer Service Excellence.


	2
	
To assist in the training and development of staff and to undertake such personal training as may be deemed necessary to meet the duties and responsibilities of the post.


	3
	
To maintain any professional registration, licences or qualifications, which are essential to the post held.


	4
	
To take reasonable care of any items of equipment and uniform issued by the Company and report any faults or maintenance issues to the relevant manager.


	5
	
To be aware of and adhere to all Tees Active Ltd financial, legal, HR and administrative policies and procedures including all NOPs/EAPs.

	6
	
To take reasonable care of your own health and safety and co-operate with management so far as necessary to enable compliance with the Company’s health and safety rules and legislative requirements.


	7
	
To adhere to any professional and Company Codes of Conduct, as appropriate.


	8
	
To comply with the Company’s Appearance Code ensuring that uniforms and name badges are worn, as required.


	9
	
To comply with the Company’s Employee Guide to Information Security including relevant legislation, ensuring that confidentiality is maintained for all staffing, management, customer, and supplier information.


	10
	
To carry out the duties of the post with full regard to the Company’s Equal Opportunities and Racial Equality Policies in the terms of employment and service delivery. Ensuring that colleagues are treated in a fair and consistent manner and that the service maintains a strong commitment to the principles of the Equality Standard.


	11
	
To be peripatetic between work areas and venues, as and when required.


	12
	
The above tasks and responsibilities cannot fully encompass all that is required of the post-holder. It is expected that the post-holder will undertake such other duties and responsibilities commensurate with the salary band and nature of the post.


Health Coordinator
PERSON SPECIFICATION


Note to applicant: when completing your application form, you should demonstrate the extent to which you meet the essential and desirable criteria below.  

In addition to the requirements outlined below, as ambassadors of Tees Active, you should also be able to demonstrate the following qualities: 

	· Enthusiasm
	· Commitment to service excellence

	· Excellent communication skills
	· A genuine desire to work closely with our customers

	· Professionalism
	· Flexibility

	· High personal standards
	


	Requirements
	Essential
	Desirable

	EDUCATION & TRAINING
	
	

	1. Whilst there are no specific requirements you will need to demonstrate a reasonable standard of education and attainment
	(
	

	2. GP Referral Level 3
	(
	

	3. Level 2 Fitness Instructing or Level 3 Personal Training certificate or equivalent recognised fitness qualification (REPS or CIMSPA)
	(
	

	4. Specialist Level 4 Qualification – Obesity & Diabetes, Back Pain.
	
	(

	5. Level 2 Exercise to Music or equivalent recognised group exercise qualification (REPS or CIMSPA)
	
	(

	EXPERIENCE, KNOWLEDGE & UNDERSTANDING
	
	

	6. Experience as a team leader/manager
	
	(

	7. Possess strong leadership, motivational and team–building skills.
	
	(

	8. Fitness Industry retention understanding and awareness.
	
	(

	9. Minimum of 2 years’ experience in the fitness or Health industry.
	(
	

	10. A clear knowledge of personal assessments and training programmes.
	(
	

	11. Experience of working with specialist target groups i.e., GP referrals etc.
	
	(

	12. The ability to deliver a high level of customer service.
	(
	

	13. A background knowledge of referral-based health schemes.
	(
	

	14. Sales & Promotion of Membership Packages.
	
	(

	15. Knowledge of health and safety requirements in a gym environment.
	
	(

	SKILLS & ABILITIES
	
	

	16. Excellent communication and customer service skills, both face to face and over the phone.
	(
	

	17. Ability to effectively coach, mentor and motivate others.
	(
	

	18. Effective negotiation/conflict management and influencing skills.
	(
	

	19. Effective time management and prioritizing skills to work to strict targets and deadlines.
	(
	

	20. IT skills including use of Microsoft Word & Excel.
	(
	

	21. Demonstrate good listening skills and empathy towards new and existing members.
	(
	

	PERSONAL QUALITIES & ATTRIBUTES
	
	

	22. Flexible and adaptable, ensure times in which high enquiries are received are covered.
	  (
	

	23. Flexible, co-operative, and supportive team player.
	  (
	

	24. The ability to perform under pressure in a calm and confident manner.
	  (
	

	25. Self- motivated with the ability to work with little or no supervision.
	  (
	

	26. Professional appearance and manner.
	  (
	

	27. Enthusiasm and confidence at working with a wide range of people.
	  (
	

	28. Willingness to self-develop and attend course(s) deemed necessary for the post.
	  (
	

	MISCELLANEOUS
	
	

	29. Hold a valid, full driving licence and access to a vehicle for work.
	        (
	

	30. Well presented, friendly and approachable.
	  (
	

	31. Flexibility to work evenings and weekends, as required.
	        (
	

	32. Able to carry out duties as per job description.
	        (
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