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Ageactivity 60+ Project Coordinator 
 

Hours: 35 Hours per week 
 

Salary: £24,552 p.a.  
 

Staff Benefits 1. Staff Pension Scheme. 
2. Childcare Voucher Scheme. 
3. Annual Public Transport Travel Card Scheme. 
4. Bicycle Purchase Scheme. 
5. Personal Healthcare Scheme 

 
Annual leave: 

 
5 Weeks per annum (inc 1 week over Christmas) 

 
Reporting to: 

 
Ageactivity 60+ Project Manager 

 
 
About Castlehaven Community Association: 
The Castlehaven Community Association is an award-winning thriving community association in the heart of 
Camden Town, delivering intergenerational services which encourage all ages to work together for mutual and 
collective good.  To get a perspective of what we have to offer please look at our website 
www.castlehaven.org.uk 
 
Purpose of the Post: 
The Castlehaven Community Association’s popular Ageactivity 60+ programme for older people aged 60yrs+ is 
established to promote physical and mental dexterity, and challenge loneliness and isolation in old age.  
The primary purpose of this post is to support the delivery of this popular project with emphasis on the 
volunteering elements and ensuring that older people using Ageactivity 60+: 
 

• Feel an increased sense of community from tackling their problems together actively as peer-to-peer 

volunteers.    

• Become more active, experiencing improved physical/mental health because of their engagement.  

• Feel less lonely &/or isolated and more actively engaged both individually and collectively.  

• Older people take on volunteer roles within Ageactivity 60+ &/or the Castlehaven Community Association. 

• Older people report feeling an increased sense of community because of being involved within Ageactivity 

60+. 

 

 

 

 

mailto:info@castlehaven.org.uk
http://www.castlehaven.org.uk/
file:///C:/Users/tricia/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/AZ1RNUD4/www.castlehaven.org.uk
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Key Responsibilities 

Ageactivity 60+ Project Coordination 

1. Organise, manage and support scheme activities 
1. Liaise with tutors to ensure smooth running of weekly classes, clubs and activities 
2. Devise the programme for the monthly History Club, liaising with speakers and coordinating and 

leading any offsite activities/trips 
3. Devise the programme for the monthly Cinema Club 
4. Lead on the monthly Soup Club 
5. Coordinate the fortnightly Walking Club  
6. Devise the programme for monthly coffee mornings 
7. Lead &/or provide support on monthly Coach Trips and London Trips 

 
2. Scheme documentation 

1. Coordinate and manage twice-yearly membership surveys: design/produce, organise distribution, 
collate and analyse results 

2. Create membership and feedback forms when necessary 
 

3. Publicity/mailouts 
1. Maintain regular communication with scheme members via weekly emails and texts 
2. Devise and produce twice yearly programme and cover letters 
3. Produce twice-yearly newsletters and cover letters 
4. Work with our comms team to create attractive & inviting leaflets/ flyers/posters where necessary 

 
4. Steering Group 

1. Assist in the organisation of the Ageactivity Steering Group, ensuring that meetings are chaired, 
minutes processed, and agendas distributed within agreed timeframes 

 
5. Recruitment 

1. Recruit older people to the scheme via mailouts, phone networking and publicity stalls at events 
2. Work alongside other organisations to recruit new members 
 

6. CCA Policy Compliance 
1. Ensure that AA60+ fully complies with all CCA policies, especially those concerning health and safety, 

protection of vulnerable older people and equal opportunities 
2. Keep up to date with training (e.g. dementia best practice, safeguarding, first aid etc) 
3. Log any incidents as per CCA policy, and liaise with external agencies/ carers/ relatives as and when 

appropriate 
 
Volunteer Project Management 

1. Policy development and internal communication 
1. Develop a written statement to make clear why volunteers are involved in the project and ensure that 

this is communicated to all. 
2. Ensure that volunteers are included in organisational policies where relevant, and that staff and 

volunteers understand how these policies and procedures relate to volunteers. 
3. Ensure that volunteers are updated regarding the organisations work. 

 
2. Identify suitable volunteering opportunities 

1. Work with existing staff, volunteers, and service users to identify new ways in which volunteers can be 
involved and facilitate volunteer involvement in these areas. 

2. Produce clear task outlines for volunteer opportunities. 
3. Recruitment and selection of volunteers. 
4. Respond to enquiries from prospective volunteers as soon as possible. 
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5. Work with existing volunteers to provide support for them to be ambassadors for volunteering at 
Castlehaven. 

6. Recruit suitable volunteers, using recruitment methods appropriate to the role, without creating 
unnecessary barriers to volunteering. 

 
3. Training and induction 

1. Plan and deliver a volunteer induction package suitable to the volunteering tasks identified. 
2. Work with colleagues to ensure that volunteers receive training and support as appropriate. 
3. Ensure that working with volunteers is covered in all new staff’s inductions. 
4. Volunteer management  
5. Ensure that volunteers have adequate & appropriate supervision. 
6. Act as a third-party moderator between volunteer and other Castlehaven projects as required. 
7. Ensure that the volunteer contribution is appropriately recognised and rewarded 
8. Organise annual thank you and social events for volunteers.  
9. Ensure that volunteers receive the required support, training and feedback. 

 
4. Health and safety 

1. Ensure that all activities, excursions and volunteering activities are risk assessed, and steps are taken 
to minimise risk. 

2. Work with members and volunteers to ensure that they work to keep themselves, colleagues and 
service users safe at all times. 

3. Report any health and safety issues to line manager. 
 
5. Monitoring and evaluation 

1. Monitor and evaluate the work of volunteers. 
2. Conduct exit interviews with volunteers leaving the organisation and implement change based on 

feedback received. 
3. Conduct regular satisfaction surveys with volunteers, implementing changes and communicating this 

to volunteers and staff. 
4. Record outcomes of volunteer involvement through time offered, case studies, service user feedback 

and other suitable methods. 
 
6. Other 

1. Ensure that the volunteer programme is championed within Ageactivity 60+ & the wider Castlehaven 
Community Association. 

2. Act as an advocate for volunteering.  
3. Act within equal opportunities and other organisational policies at all times. 
4. Develop professional skills and stay up to date with best practice in volunteer management. 

 

 

Person Specification 
 
Essential Criteria 

1. At least two years’ experience working with older people or within a small charity. 
2. Demonstrable record of delivering a wide range of older people’s activities, events and excursions 

from inception through to completion. 
3. Experience of carrying out administrational tasks to a high level. 
4. Have strong IT skills and be able to use MSOffice and CRM systems.   
5. Experience in using the internet e.g. researching excursions and volunteer opportunities etc.  
6. Knowledge and experience of safeguarding older people and vulnerable adults and a willingness 

to complete regular safeguarding training. 
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7. Excellent communication and presentation skills, both written and verbal, to be able to 
communicate with a wide variety of customer groups both internally and externally. 

8. Experience of managing volunteers and all work related to this. 
9. Ability to manage workloads and competing priorities in an often deadline orientated 

environment. 
10. Demonstrate a commitment to and understanding of the principles of equal opportunities in 

service delivery. 
11. Ability to implement and follow Health and Safety policy and procedures.  
12. Proven ability to build rapport and maintain effective relationships with older people from a wide 

range of backgrounds and abilities. 
13. A proven ability to think creatively, problem-solve and work on own initiative. 
14. Strong team skills and a proactive, supportive way, of closely working with colleagues to achieve 

results. 
15. Enhanced DBS Check or the willingness to complete one. 

Desirable Criteria 

1. Relevant degree, vocational qualifications in older people’s services or a related field. 
2. Demonstrable experience of partnership working with public, private and voluntary sectors. 
3. Able to work outside normal working hours i.e. attendance at occasional evening and week-end 

events. 

All staff have a responsibility to look after the Health and safety not only of those people who use our services 
but for themselves and their colleagues and should follow the Castlehaven Community Association’s Health 
and Safety Policy and Procedures. 
 
All staff are ambassadors for the Castlehaven Community Association and as such may be required from time 
to time to assist managers and fundraising in the promotion of its work. 
   
The Castlehaven Community Association is an Equal Opportunities employer 
This job description is not exhaustive but is provided to assist the post holder to know and understand the 
main duties of their role. It may be amended from time to time in discussion 
 

How to apply: 
 
Please provide us with a covering letter, using our essential criteria as a basis for this, no longer than 
two sides of A4 and your current CV to tricia@castlehaven.org.uk  
 
By sending a covering letter and your CV you consent to CCA using and keeping information about you or by 
third parties, e.g. referees relating to your application or future employment. This information will be used 
solely in the recruitment process. For unsuccessful candidates the information will be destroyed within 6 
months unless you have consented to extend this period. 

 
Closing date for applications: 11.59pm on Sunday 15th July 2018 

Date for interviews: Tuesday 31st July 2018 

 

We will only contact successful candidates that are shortlisted for interview.  

 

mailto:tricia@castlehaven.org.uk

