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Thank you for your interest in joining Healthwatch Stockport CIC as an Engagement Officer. I hope that the information in this pack will give you a feel for the post and its crucial role in developing relationships with the local community and connecting with the public, patients, and partners. 
We are looking for someone who can represent Healthwatch Stockport in an approachable, friendly, and trustworthy manner.  The right candidate must share the team’s passion for representing the voice of those that use, or may one day use, health and social care services across Stockport. They will be able to raise the profile of what we do and be comfortable communicating our purpose and values to a wide array of people. This will be a challenging but extremely rewarding role and one where you can make a real difference to people’s lives.  
The duties and requirements for the role are described within this pack. If you have any questions or would like an informal discussion about the position, please contact our office.
If you are committed to helping improve health and social care in Stockport, then we would be delighted to receive your application. 
Interviews may be at our offices in-person or online via Microsoft Teams.
[bookmark: _Toc464563871]
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Our application process is based on the job description and person specification, which are contained in the information pack.  It is very important that you read these documents to decide how you meet the requirements we feel are needed, to enable someone to meet the job profile. If you feel you don’t have the required experience but do have relevant transferrable skills, please explain them and we will take it into account.
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We reserve the right to take up references.  Any offer of employment is subject to the receipt of satisfactory references and a DBS check.
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The health and social care reforms of 2012 set a powerful ambition of putting people at the center of health and social care. To help realise that ambition, the reforms created a Healthwatch in every local authority area across England and Healthwatch England, the national body.
The Government’s health and social care reforms are centred on the principles ‘no decision about me, without me’, meaning that services users and the public must be at the heart of all health and social care service delivery. The network is strongest working together to share information, expertise and learning in order to improve health and social care services. 

[bookmark: _Toc103261252]Healthwatch Stockport
Healthwatch Stockport is an independent consumer champion for both health and social care. Representing all the adults, young people and children of Stockport, our aim is to raise awareness amongst commissioners, providers and other agencies about the importance of engaging with communities, and the expertise and value that individuals can bring to discussion and decision making on local and national issues.
We are a small, focussed organisation working in an ever-changing environment. This means that staff and management have to respond to both internal and external opportunities and challenges, sometimes in a short timescale. As a result, the pace of work can be very fast.  We are looking for a leader with a 'can-do' attitude who is able to find ways and means to undertake work when solutions may not always be initially obvious, and someone who relishes a busy working atmosphere.

[bookmark: _Toc103261253]What does Healthwatch Stockport do?
Monitor – we are responsible for monitoring the services of the NHS Trusts/Foundation Trusts, adult social care, nursing homes, day centres and domiciliary care, GP’s dentists, pharmacies and opticians.
Listen – we listen carefully to users of health and social care, children and young people, adults, older people and those who often feel they are not heard.
Work in Partnership – we work in partnership with other groups, seeking a stronger voice together.
Critical friendship – we celebrate excellence, support service improvement and speak out when things go wrong.
Enter and View – we have the power to carry out ‘Enter and View’ visits, acting on behalf of local people who may have concerns about a particular service.
Provide Evidence – we provide evidence and feedback to people who deliver services.
Signpost – we provide information about the services which are available, patients’ rights and options and how to get the help they need, including independent advocacy for NHS complaints.
[bookmark: _Toc103261254]What powers does Healthwatch Stockport have?
· A seat on the local Health and Wellbeing Board.
· We are able to request information from local organisations, providers and commissioners who have 20 working days to return the information requested.
· The right to go into health and social care premises to collect the views of patients and residents who are using the services.
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	Job Title
	Engagement Officer

	Location
	Stockport Borough (Reporting to 56-58 Bolton Street, Bury, BL9 0LL)

	Reporting to
	Chief Officer



	Role details:

Job Title: Community Engagement Officer 

Location: Stockport Borough (Reporting to 56-58 Bolton Street, Bury, BL9 0LL) 

Reporting to: Chief Operations Officer 

Role details: Part time: 16 hours per week, with fixed or flexible working.

Location: Community based, although may include some working from home if necessary.

Pay NJC scale 5: £24,809 pro rata (£10,728 actual + pension contribution).




1. JOB SUMMARY

The post holder is responsible for engagement activities on behalf of Healthwatch Stockport, with the public, service providers and commissioners.  This is with the purpose of gathering feedback about health and social care services, providing information and signposting about services and raising the profile of Healthwatch Stockport & its work.

2. KEY TASKS AND RESPONSIBILITIES

2.1 Engagement policy and strategy
· To work in line with the Healthwatch Stockport Engagement Policy and associated policies.
· To deliver public engagement to support the organisational workplan activities.
· To ensure that all relevant communities are engaged with and given the opportunity to share their views and experiences in line with Healthwatch Stockport project plans and policies.

2.2 Community engagement

· Design and deliver a range of engagement activities in line with Healthwatch Stockport’s work programme including information dissemination, consultation, research, involvement, collaboration and empowerment activities.
· Using a range of creative and effective outreach techniques, establish and maintain relationships with the local community, including patients, health and social care providers and commissioners and voluntary organisations diverse communities, including statutory stakeholder groups, developing new networks as required.
· Communicate the aims and benefits to stakeholders of becoming actively involved and influence local health and social care services.
· Encourage opportunities and provide appropriate support for local people to consult and engage on local changes to health and care services.
· Gather information and working closely with the Research and Projects Officer to generate ideas for projects for volunteers and further research in support of the wider work plans.
· Collate suggestions for service improvements, based on best practice observations. Engagement Activities. 
· Accurately record, analyse and report findings from our engagement work, identifying key themes of good practice and areas for improvement.
· Visit organisations and groups in order to disseminate information and to listen to and record their concerns.
· Monitor the participation of communities that traditionally are less engaged and where appropriate develop activities to support or increase their participation.
· Maintain records of all engagement activity and ensure that feedback and comments are entered into the Healthwatch Stockport database.
· Develop links with young people and young people focussed organisations and groups to engage and inform them about Healthwatch Bury.
· Represent Healthwatch Stockport at external meetings, events and forums where appropriate.
· Participate and facilitate Enter and View activities where needed.

The following details are generic and applicable to all Healthwatch Bury and Healthwatch Stockport employees:
3.   GENERAL DUTIES

· Undertake and support Healthwatch Stockport engagement, business development or promotional activities as and when required
· Proactively seek ideas and opportunities for volunteer project work 
· Support the information and signposting functions of Healthwatch Stockport.
· Continuously horizon scan for opportunities to involve or promote the organisation
· Prepare and present reports, briefing notes, presentations and promotional material as requested
· Taking and typing up minutes
· Contribute to the continuous social media activity as related to the role or required by the organisation
· Work outside of normal office hours, including evenings and occasional weekends for which reasonable advance notice will be given and time off in lieu will be granted.

4. STANDARDS OF BUSINESS CONDUCT

The post holder will be required to comply with Healthwatch Bury Policies and Procedures and, at all times, deal honestly with colleagues and all those who have dealings with Healthwatch Bury and Healthwatch Stockport including volunteers and stakeholders.
All Healthwatch staff may be involved directly or indirectly with people involved with the Healthwatch service, some of whom are classed as vulnerable.  Therefore, Healthwatch is exempt from the Rehabilitation of Offenders Act (1974) and this post is subject to a Criminal Records Bureau disclosure.

5. CONFIDENTIALITY and INFORMATION GOVERNANCE

All staff may have access to confidential information about service users, volunteers, staff or any Healthwatch Bury, Healthwatch Stockport or Health Service business.  On no account must such information be divulged to anyone who is not specifically authorised to receive it.  Confidentiality of information must be preserved at all times whether at or away from work.  Any breach of such confidentiality is considered a serious disciplinary offence, which is liable to dismissal and/or prosecution under statutory legislation (Data Protection Act) and Healthwatch’s Disciplinary Procedure.
All staff must act within legislation, policies and procedures relating to information governance.

6. DATA PROTECTION AND THE DATA PROTECTION ACT 1998

If you have contact with computerised data systems you are required to obtain, process and/or use information held on a computer or word processor in a fair and lawful way.  To hold data only for the specific registered purpose and not to use or disclose it in any way incompatible with such purpose.  To disclose data only to authorised persons or organisations as instructed.

7. HEALTH AND SAFETY

All staff must act within legislation, policies and procedures relating to Health and Safety.
All staff must attend statutory/mandatory training as instructed.
All staff must be familiar with Healthwatch Bury’s Health and Safety Policy, including a thorough understanding of personal responsibilities for maintaining own and the health and safety of others.

8. RISK MANAGEMENT

All Healthwatch Bury and Healthwatch Stockport employees are accountable, through the terms and conditions of their employment, professional regulations, governance and statutory health and safety regulations. Staff are responsible for reporting incidents, handling patient feedback and complaints appropriately, being aware of the risk management strategy and emergency procedures, and attendance at any relevant training as required.
The post holder will ensure compliance with Healthwatch Bury’s risk management policies and procedures.  These describe Healthwatch Bury’s commitment to risk management, the recognition that our aim is to protect staff, volunteers and visitors from harm and stress and that all staff have a responsibility to minimise risk.



9. SAFEGUARDING
	
Healthwatch Bury and Healthwatch Stockport are committed to ensuring the safeguarding of vulnerable adults and children. All employees are required to be familiar with their responsibilities and to raise any concerns as appropriate. An overview of Safeguarding is covered during induction and staff. 

10. EQUALITY, DIVERSITY AND HUMAN RIGHTS
	
The post holder will treat all colleagues, volunteers and members of the public with respect and dignity regardless of their gender, age, race, religious beliefs, religion, nationality, ethnic origin, social background, sexual orientation, marital status, disability, criminal background and Trade Union status.  Healthwatch Bury has a policy on Equality and Diversity and it is the responsibility of all staff to ensure that it is implemented and contributes to its success.

11. HARASSMENT AND BULLYING
Healthwatch Bury condemns all forms of harassment and bullying and is actively seeking to promote a workplace where employees are treated with dignity, respect and without bias.  All staff are requested to report any form of harassment and bullying to their line manager.

12. TRAINING
All staff must attend statutory /mandatory training as instructed. 

13. NO SMOKING POLICY
There is a smoke free policy in operation in Healthwatch Bury and Healthwatch Stockport.  In accordance with this policy smoking is discouraged and is not permitted anywhere within the buildings that Healthwatch Bury and Healthwatch Stockport operate or within the radius of Healthwatch Bury and Healthwatch Stockport events.

14. REVIEW OF THIS JOB DESCRIPTION
The above duties and responsibilities are intended to represent current priorities and are not meant to be an exhaustive list. The post-holder may from time to time be asked to undertake other reasonable duties and responsibilities. Any changes will be made in discussion with the post holder according to service needs. 
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The job-related requirements for this post:
	Requirement
	Essential
	Desirable
	Evidenced by

	Education and qualifications

	Good level of general education

To have a commitment to further development

	To have a recognised relevant qualification

	Application form

Interview

	Experience
	Experience of:

· Coordinating others and activities

· Working to establish and sustain voluntary and / or community forums including hard to reach groups

· Providing advice and guidance to voluntary and / or community forums

· Managing meetings, conferences and other public groups

· Worked with a range of agencies, organisations and partnerships and at different levels

· Producing and editing sources of information such as newsletters and leaflets

· Strong research skills – including knowledge of needs assessments and mapping exercises


	· To have at least 2 years’ experience of working in / with the voluntary and community/statutory sectors
· Delivering training

· To have delivered training to voluntary and community forums and individuals

· Community engagement or community development

· Developing forums in the voluntary and community sector

· Experience of working in a health and/or social care environment

· Experience of developing and maintaining partnerships

· Development and management of on-line resources

· To have experience of using a range of media to communicate with members of the public
· Experience of Project Management

· Experience of using desk top publishing

· Experience of creating databases

· Experience of project monitoring and monitoring systems
	Application form

Interview

	Skills/Abilities

	· Excellent communication and inter-personal skills, including the ability to write reports and speak confidently in public and with vulnerable and socially excluded individuals

· The ability to present complex information in straightforward ways to different audiences.

· Clear understanding of professional responsibility and accountability

· Ability to act as role model, provide to the volunteers and promote collaborative working relationships between all members of the team

· Ability to provide training and education to other members of the team

· To be able to manage your own workload, establish priorities and meet deadlines

· To be able to work with minimum supervision as an individual and as part of a team

	· To be able to measure and maintain community involvement and its effects
	Application form

Interview

	Knowledge
	· Knowledge and understanding of current changes in the NHS and Social Services

· Knowledge and understanding of governance

· Knowledge of group development, be able to manage meetings and facilitate group work


· Understanding of issues relating to patient and public involvement

· Understanding of equal opportunities and be non-judgmental and respectful of diversity

· To be able to use a computer and standard Microsoft packages, including video meeting software.

	
	Application form

Interview

	Other attributes
	· Ability to use own initiative and prioritise work

· Confident decision maker

· Systematic approach to problem solving

· To be committed to community engagement and interagency involvement in partnerships and improvements in health and social care

	
	Application form

Interview

	Other general requirements
	· Flexibility in working, adaptable and open minded 

· Ability to meet the transport needs of the post

	
	Application form

Interview
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Information supplied in this form will be used to select candidates whose application we wish to proceed with. It is therefore important that you complete this form in full, having read the accompanying information carefully before doing so. 
A good application should provide evidence that you meet the essential criteria from the person specification through clear examples. You may also send us a CV in addition to this completed application form, however failing to complete this form means you will not be considered.
Please return this form, either by email to info@healthwatchbury.co.uk or by post to Healthwatch Bury, 56-58 Bolton Street, Bury BL9 0LL
 
	Position applied for:


	Name:


	Address:


	Email address: 


	Telephone: Home: Work:                                    Mobile: 




	Are there any adjustments that may be required to be made should you be invited for interview?    
YES   / NO


	If yes, please state here:






The Information from this point on will be used to decide who best meets the requirements of the post and will be shortlisted for interview. Please demonstrate the reasons why you are well suited to this post and give clear examples. If you need more space please expand boxes if completing electronically or continue on a separate sheet.

Relevant Work and life experiences
Please include in date order (starting with your most recent) your previous / current employment, placements and voluntary work.
	Employer 
	Dates to and from
	Jobs Title / Volunteer Roles held 
	Reason for leaving


	
	
	
	



Please note any other life experiences that you believe may be relevant. 
	
















Education and training
Please indicate in date order (starting with your most recent) any education or training, including short courses, which you think is relevant to your application. 

	School / college / training provider 
	Dates to and from
	Qualification and attainment level

	
	
	





Competencies
Please give your reasons for applying for this post, bearing in mind the job description and person specification you have received. You should draw on your experiences from your current / previous roles or from other relevant situations such as activities outside work. 
Please keep your response to no more than 2 sides of A4 paper. Applications which exceed this will not be considered.
	
























































	Are there any restrictions to your residence in the UK which might affect your right to take up employment in the UK?
	Yes ☐                                         (No) ☐

	If you are successful in your application, would you require a work permit prior to taking up employment?
	Yes ☐                                      No ☐ 



Criminal records
Please provide details below if you have been convicted of a criminal offence or been the subject of a conditional discharge or probation order. Past criminal proceedings are not necessarily an obstacle to taking up a post. This occurs only where the offence(s) is deemed relevant. Any details will be discussed with you should you be the successful candidate based on your supporting statement, interview and tests. 

	





We draw your attention to the following statement:- 
“Because of the nature of the work for which you are applying, this post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act, 1974, by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 and the Rehabilitation of Offenders Act 1974 (Exceptions) (Amendment) Order 1986.  Applicants are, therefore, not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provisions of the Act”.
To ensure the safety of those who use our services, a DBS (Disclosure and Barring) check will be completed for all positions. If a check is returned and reveals any undeclared information, this will be discussed with the applicant. The Chief Officer will make a decision as to whether the offer of employment should be withdrawn. 




References
Please give the names and addresses of two people from whom references may be sought concerning your application. One of the referees MUST be your current / last employer who will be asked specifically about your attendance record. No appointment will be made unless satisfactory references are received.

	Name: 

	Name:


	Address:



	Address:


	Tel. No:
	Tel. No:

	Email: 
	Email:

	Relationship to candidate
	Relationship to candidate

	

	

	I give permission to take up my references prior to an offer of employment being made:

 Yes ☐                                   No ☐

	I give permission to take up my references prior to an offer of employment being made:

Yes ☐  - Yes                             No ☐




	If successful, how soon could you take up the post? 








Data Protection Statement
The information that you provide on this form and that obtained from other relevant sources will be used to process your application for employment. The personal information that you give us will also be used in a confidential manner to help us monitor our recruitment process.
If you succeed in your application and take up employment with us, the information will be used in the administration of your employment with us. We may also use the information if there is a complaint or legal challenge relevant to this recruitment process.

	The information I have supplied in this application form is accurate to the best of my knowledge.

Print Name: 


Signed: 
 

Date: Click or tap to enter a date. 
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Healthwatch Bury is committed to equal opportunities, with the aim not to discriminate on the grounds of gender, disability, religion, age, sexual orientation or ethnicity.  To help us with this aim, we ask you to complete this monitoring form.  You can choose not to answer any questions.

	This information will be kept separate from your application form. The information will be treated in the strictest confidence and will used for statistical purposes only.



Role applied for: Click or tap here to enter text.
Gender (as you would describe it): Click or tap here to enter text.	
Date of birth: Click or tap to enter a date.
Do you consider yourself to have a disability as defined in the Equalities Act 2010?  The Act defines disability as: “a physical or mental impairment which has a substantial and long-term effect on a persons’ ability to carry out normal day to day activities”.

No  ☐	   Yes ☐ - Yes     If yes, please give a brief description of your disability below:



Dysexia 




How would you describe your sexual orientation?
Heterosexual ☐      Gay ☐      Lesbian ☐       Bisexual ☐       Transgender ☐        Prefer not to say  ☐

Marital status:
Married ☐     In a civil partnership ☐     Divorced ☐     Single ☐     Separated ☐  Prefer not to say ☐

How would you describe your ethnic origin?  Please tick as appropriate.
Asian or Asian British ☐
Chinese or other ethnic group ☐
Arab or Middle Eastern descent ☐
Black or Black British (eg. Caribbean/African /black other) ☐
Mixed (eg. African-White/Asian-White/other) ☐
White (eg. British/Irish/other) ☐

Other (please specify)  .....................................................................................

I consider myself to be a member or follower of the following religious group:
None/No religion ☐      Buddhist ☐    Christian ☐     Hindu ☐       Jewish ☐       Muslim ☐       Sikh ☐

Other, please specify .......................................................................................
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