



	Job Title	
	Physical Activity Officer

	Grade
	Grade 7 (SCP 26 to 30)

	Manager
	Physical Activity Manager

	Direct Reports
	None



JOB DESCRIPTION
Main Purpose of Post
The Physical Activity Officer plays an important role in the commissioned physical activity provision within the organisation. This includes physical activity on referral services, Active Lifestyles (or equivalent) provision, and emerging opportunities to place physical activity at the heart of the health and well-being agenda in Manchester.
The Physical Activity Officer will develop and maintain positive relationships with key stakeholders, providers, partners and local communities in the physical activity sphere, working under the guidance of the Physical Activity Manager to increase the number of Manchester residents doing more than 30 minutes of physical activity per week, and to reduce the health inequalities that exist in the city.

Main Duties and Responsibilities
To project manage the administrative and engagement components of Manchester Active’s physical activity commissioning and delivery.
To collate and analyse relevant data and insight for physical activity commissioning and delivery.
To facilitate engagement in Manchester’s communities, using an Our Manchester approach, which informs physical activity commissioning and delivery.
To coordinate and produce advanced drafts of proposals, business cases, reports and funding bids, as required.
To engage with local people to ensure they have their say in relation to physical activity provision; involve local people, partners and stakeholders in co-production of plans, delivery options and potential service changes.
To coordinate meetings of physical activity partners and stakeholders, including agenda setting and minute taking.
To liaise with and support evaluation partners for physical activity provision, and support in the capturing and sharing of learning in this sphere.
To support in the research of theory and best practice approaches to physical activity interventions.
General administrative duties as required.
Deputise for the Physical Activity Manager in meetings, as required.

MCRactive is proud to support the Our Manchester Strategy.  We embrace the Our Manchester behaviours and as a part of the MCRactive team you should adopt and adhere to these behaviours and encompass them as a part of your daily working:
· We work together and trust each other; 
· We take time to listen and understand; 
· We 'own it' and aren't afraid to try new things; 
· We're proud and passionate about Manchester; and
· We show that we value our differences and treat people fairly.



PERSON SPECIFICATION
Essential:
1. An understanding of the role of physical activity in the health and well-being of Manchester’s communities. 
2. Good knowledge of Manchester in relation to social issues and challenges faced by communities and be able to clearly demonstrate an ability to build relationships and identify community skills, assets, issues and needs across Manchester’s diverse communities. 
3. The ability to build relationships and identify community skills, assets, issues and needs.
4. Experience of working in partnership with a wide range of public, private and third sector organisations to deliver effective results.
5. Excellent report and persuasive writing skills.
6. Ability to produce and interpret statistical data and implement actions based on data received.
7. Have an understanding of current policies relating to sport, physical activity and equal opportunities.
8. Excellent IT skills (Microsoft Office).
9. Excellent interpersonal skills.
10. Excellent administrative, planning and organisation skills.
11. Commitment to read, understand and comply with all policies and procedures relating to information assurance. Including all relevant information laws including but not limited to the EU GDPR, Data Protection Act 2018 and all other relevant national implementing legislation. Where a role is designated a place within the Data Protection Committee, the role holder will be required to perform the additional responsibilities associated with this.
12. Ability to build rapport with excellent communication skills with the ability to write clearly, concisely and correctly avoiding the use of unnecessary jargon with the ability to structure information to meet the needs and understanding of the intended audience.
13. Committed, adaptable, perseverant and with the drive to complete tasks to required time scales.
14. The ability to recognise the need for confidentiality and sensitivity of data/information at all times.
15. The ability to work on own initiative and plan workload.
16. The ability to prioritise and set realistic timeframes and deadlines.
17. Experience of project management.
18. Good problem solving and decision making skills.
19. An agile and flexible mindset with the ability and aspiration to help and support all colleagues across the organisation.
20. Ability to work effectively as part of a team.
21. Ability to act on instructions and use own initiative.
22. A keen eye for detail.
23. Good time management skills.
24. Excellent self-motivation and personal drive to complete tasks to required time scales.  
25. Flexibility to adapt to changing workload demands and hours depending on business needs.
26. Personal commitment to continuous self-development.
27. If required, a willingness to consent to and apply for an enhanced disclosure check.
Desirable:
1. Driver’s licence.
_________________________________________________________________________________________________
Through personal example the post holder should show an open commitment to ensure diversity is positively valued, resulting in equal access and treatment for all in employment, service delivery and communications.
Where the post holder is disabled every effort will be made to supply all necessary aids, adaptations or equipment, to allow them to carry out all the duties of the job.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration.
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