

	Role Structure
	Role Details 

	Directorate:
	Community Wellbeing

	Grade:
	HC05

	Location:
	Office based – Friars Street, Hereford. 

	Responsible to:
	Healthy Lifestyle Service Manager


Job Description
Job Role: Talk community Healthy Lifestyle Service Navigator
Service: Talk Community Healthy Lifestyle Service
	


Main purpose of the role

The Healthy Lifestyle Service Navigator provides administrative support, and first point of contact for clients accessing the service.  They will be responsible for processing and managing incoming referrals and client records, dealing with service queries, face-face, via telephone or email, scheduling appointments and providing day-to-day operation and clerical support to ensure the smooth running of the service, supporting healthy lifestyle trainers and managers. 


	Key Duties and Responsibilities

	Frequency of Task

	· Answer phone calls, respond to emails and service queries, and act as a point of contact between clients, health professionals, and colleagues.
	· Daily 

	· Process incoming referrals, book client appointments, and manage client databases and confidential files.
	· Daily

	· Deliver evidence based Very Brief Advice conversations to clients accessing the service, allowing them to make informed choices about the support options available to them. 

	· Daily

	· Understand local referral arrangements/pathways for holistic support from a wide range of sectors to allow signposting to additional services if necessary. 

	· Daily

	· Assist Health Trainers with scheduling and preparing for group sessions, booking venues, and creating materials relevant to healthy lifestyle behaviours. 
	· Weekly

	· Support the production of monitoring and quarterly reports by gathering and organising necessary data.
	· Monthly

	· Organise and coordinate meetings including room bookings, agendas, minutes and follow-up actions.
	· Monthly 

	· Support Health Trainers and wider Talk Community in the delivery of events and projects by arranging venues, resources, logistics and schedules.
	· Monthly

	· Maintain stock of Healthy Lifestyle leaflets, materials, resources and supplies for groups, events and outreach community engagement
	· Monthly

	· Raise purchase orders, process invoices and manage basic financial transactions in line with council policy.
	· Daily

	· Handle general clerical duties such as word processing, data entry using systems like Excel, scanning, and filing.
	· Daily

	· Ensure compliance with data protection requirements and council policies when handling sensitive information
	· Daily

	· Attend relevant training to stay updated on council systems and procedures.
	· Monthly

	· Interact professionally with council colleagues, external partners and members of the public to support collaborative working.
	· Daily

	· Provide logistical support for community outreach and partnership activities, including occasional attendance at events.
	· Monthly

	· 
	· 
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Person Specification


	Requirements
	Essential or   Desirable
	Identified by

A – Application I – Interview

	Qualifications and Training

	· At least 5 GCSE’s or equivalent, including English and Maths.
	Essential
	A, I

	· Business administration qualification (e.g. NVQ Level 2 or 3, or equivalent experience).
	Essential
	A, I

	· Evidence of continuous professional development relevant to administrative or business support work.
	Desirable 
	A, I

	Experience & Knowledge

	· Experience of working in an administrative or business support role.
	Essential
	A, I

	· Experience of organising meetings or events, including bookings, agendas and follow-up.
	Essential
	A, I

	· Experience of using office systems, maintaining records and managing data.
	Essential
	A, I

	· Experience of working with the general public and dealing with sensitive data and maintaining confidentiality 
	Essential
	A,I

	· Experience of handling face-face and/or telephone enquiries and support
	Essential 
	A,I

	· Familiarity with working in a local government, health, VCSE or community services environment.
	Essential 
	A, I 

	· Knowledge of basic finance processes such as raising purchase orders, handling invoices or processing payments.
	Desirable 
	A, I

	Skills and Abilities

	· Strong written and verbal communication skills.
	Essential
	A, I

	· Demonstrate a non-judgemental and respectful attitude toward others
	
	

	· Good organisational and time management skills, able to prioritise and meet deadlines.
	Essential
	A, I

	· High level of accuracy and attention to detail.
	Essential
	A, I

	· Ability to work independently and as part of a team.
	Essential
	A, I

	· Flexible, proactive and able to adapt to changing priorities.
	Essential 
	A,I

	· Willingness to occasionally support events or meetings outside of standard office hours.
	Essential
	A,I

	· Have a passion for supporting people to adopt healthy lifestyle behaviours. 
	Essential 
	A,I 








All council staff have a duty to promote the welfare of children, young people, and adults with care and support needs at risk of abuse and neglect who cannot take steps to protect themselves. Ensuring you attend mandated safeguarding children and safeguarding adults training to enable you to recognise the concerning behavior, know how to talk about it, and consent/duty to share information effectively. You will also learn about the legalities and procedures the social care staff can take.
Our Values and Behaviours

The council’s THRIVE core values are our guiding principles and beliefs that shape our culture and behaviour within the council. ​They help us to achieve our Council Plan vision “do our best for Herefordshire” acting as our DNA and the “way that we do things around here”.  We expect all colleagues to act as a role model by living our values and setting an example for others.  ​Our values strive to promote a thriving workforce by fostering a culture of trust, being honest and responsible, inclusive, valuing people and resources and leading with empathy. 

Trust - Developing and maintaining relationships based on a culture of transparency and open communication. Supported by integrity and the confidence that you are reliable and fulfil commitments.
Honesty - Demonstrating truthfulness, integrity, and transparency in all communications, decisions, and relationships. Being trustworthy, reliable, and accountable for your actions. Acting with sincerity and fairness, even in challenging situations.
Responsibility - Taking ownership of individual and collective actions, decisions, and delivering on commitments. Being reliable, fulfilling obligations and being accountable for outcomes and results. Proactively contributing to the achievement of your own, the team and council goals.
Inclusivity - Embracing diversity, equity and inclusion by recognising and valuing the unique perspectives, backgrounds and experiences of our staff, customers and residents. Creating an environment where every individual is valued, respected and can belong.
Value - Upholding high standards, ethics and integrity to guide our actions and decisions. Demonstrating commitment to creating and delivering value in our work by recognising and appreciating each other, our resources, processes, customers, community and environment.
Empathy - Demonstrating a genuine and caring understanding of others' feelings, perspectives, and experiences. Listening attentively, acting with compassion, supporting with respect and kindness and considering the impact of our actions on others.
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