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Job Description


	Job title
	Links for Life Assistant


	Grade

	Grade 4 - £29.542 – 32,046 (SCP 12-17)

	Service/Team

	Public Health and Wellbeing Directorate

	Main purpose of job 
	To provide administrative and project support for the Links for Life Sunderland Programme, including associated partnership meetings, training offers and the oversight of the Links for Life digital platform.   



	Key responsibilities 
	To support the delivery of Sunderland’s Links for Life model. The postholder will be responsible for supporting the administration of the Links for Life digital platform, training offer and grants programme and support with promotion and communication to wider partners and the population.  The role will involve gathering data and information and working with, and supporting networks of, key stakeholders including Links workers and Sunderland’s Voluntary and Community Sector.




	Key tasks 




	· Manage and respond to enquires in team inbox
· Provides support via a Community Asset Based Approach, liaising with communities, local organisations and groups to support projects. 
· Manager/Administer the process for partner sign up to Links for Life Sunderland
· Support Links for Life providers to utilise the resources and networks – i.e., the digital platform, branding guidelines etc.
· Maintain and update content on the Links for Life platform.  This includes the ensuring up to date public health information is available.
· Support to ensure offer is up to date, using established databases of information.
· Provide administrative support to programme management of the Links for Life project and associated network meetings. 
· Monitor project performance. This will include collating and presenting monitoring information for the workstreams, in a way that helps , identify gaps and supports decision making.
· Coordinate the administration of the Links for Life training offer, supporting to coordination of timetable and set up, promotion and monitoring training courses.
· Promotion/Communication including community engagement activity, social media platforms, working closely with the public health communication lead and other partner communication leads

	Responsible to
	Public Health Practitioner, Social Prescribing

	Responsible for staff/equipment 
	· N/A

	Other duties/specific policies e.g. DBS

	· The post holder must carry out their duties with full regard to the Council’s Equal Opportunities Policy, Code of Conduct and all other Council Policies.
· The post holder must comply with the Council’s Health and safety rules and regulations and with Health and safety legislation.
· The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Council records and information. 
· To comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Council records and information and respect the privacy of personal information held by the Council.
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