[image: ]     Wellbeing Support Advisor
Job Description and Person Specification
Purpose of the Role
The Wellbeing Support Officer will provide a welcoming, responsive and well-coordinated first point of contact for people affected by cancer, including patients, carers and families. The postholder will support access to wellbeing services, information and guidance, complementary therapies, counselling, groups, practical support and community-based activities across locations and outreach settings.
Responsible to: Programme Manager 
Working with: Wellbeing team, referrers, clients, partners, and Senior Leadership 
Location: Bradford with occasional visits to Skipton
Hours: 30 hours per week
Key Responsibilities
Operational and Premises Support
· Open up the service location and ensure the environment is safe, welcoming, well prepared and ready for service users, volunteers, facilitators and visitors.
· Check that rooms, resources, appointment areas and shared spaces are in order throughout the day.
· Carry out stock checks and coordinate supplies including refreshments, stationery, towels, oils, wipes and other service resources.
· Arrange laundry collections and returns as required.
Enquiries, Referrals and Appointments
· Check voicemails, emails and messages, responding promptly and escalating or actioning enquiries as appropriate.
· Answer incoming calls, provide a supportive first response and ensure all follow-up actions are completed accurately.
· Take and complete referrals for service users across locations, ensuring information is recorded clearly and in line with organisational procedures.
· Book and coordinate appointments for complementary therapies, EFT, counselling and assessments, ensuring service users are offered appropriate support.
Service User Support and Information
· Provide information, guidance and signposting to service users, helping people understand the support available and make informed choices.
· Support, promote and attend wellbeing groups, workshops and activities that reduce isolation and support emotional wellbeing.
· Support community-led wellbeing activity, including pop-up support sessions, wellbeing hubs, peer support, craft and chat activities, light exercise sessions and one-to-one emotional support.
Administration, Records and Quality Monitoring
· Maintain accurate records for appointments, groups, referrals, attendance and service activity to support monitoring, reporting and evaluation.
· Deliver wellbeing questionnaires, feedback forms, attendance registers and service user surveys to evidence outcomes and improve services.
· Support safeguarding, confidentiality and referral processes, escalating concerns in line with policies and procedures.
Volunteer, Partner and Community Coordination
· Coordinate volunteers, facilitators and student counsellors, supporting onboarding, paperwork and liaison with course providers where required.
· Liaise with communications colleagues to help promote activities, update information materials and support consistent messaging.
· Liaise with colleagues across locations to ensure joined-up delivery and consistent service standards.
Service Development and Impact
The Wellbeing Support Advisor will contribute to the charity’s wider strategic aims by helping to increase access to complementary therapies, counselling, wellbeing groups, inclusive health outreach, community wellbeing hubs, practical support and information and guidance. The role will support improved emotional wellbeing, reduced isolation, stronger community connections and better access to cancer support services.
Person Specification
	Criteria
	Essential
	Desirable

	Experience
	Experience in an administrative or customer service role, including handling telephone enquiries and maintaining accurate records.
Experience of working in a public-facing, advice, support, health, social care, charity or community setting. 
Experience of handling enquiries, referrals, appointments and confidential information.
	Experience supporting people affected by cancer, long-term health conditions, bereavement, emotional distress or social isolation. Experience coordinating volunteers, groups or community activities.

	Knowledge
	Understanding of the importance of confidentiality, safeguarding, professional boundaries, equality, diversity and inclusion. Awareness of the needs of people affected by cancer and the value of holistic wellbeing support.
	Knowledge of local NHS, voluntary sector, community or faith-based support services. Awareness of outcome monitoring tools, wellbeing questionnaires or service evaluation methods.

	Skills and abilities
	Excellent communication and interpersonal skills, with the ability to offer a calm, compassionate and welcoming response. Strong organisational skills, attention to detail and the ability to manage appointments, records and competing priorities.
	Ability to support outreach activity, facilitate or assist with group sessions, and build relationships with external partners and community organisations.

	IT and administration
	Confident using email, telephone systems, appointment records and basic office software. Able to maintain accurate records and produce information needed for monitoring and reporting.
	Experience using client management systems, databases or digital survey tools.

	Personal qualities
	Warm, approachable, empathetic and non-judgemental. Reliable, proactive and able to work independently as well as part of a team. Committed to improving access, inclusion and wellbeing for people affected by cancer.
	Confidence working in community settings and with people from a wide range of backgrounds.


Additional Requirements
· Commitment to the charity’s values and to person-centred, inclusive support.
· Willingness to work flexibly across locations, community venues and outreach settings as required.
· Ability to attend occasional events, groups or promotional activities outside routine office duties where agreed.
· Understanding that the role may involve contact with people experiencing distress, anxiety, uncertainty or complex personal circumstances.
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