
ACTIVITIES COORDINATOR
Part Time Role
Job Description and Person Specification

Location: Stricklands Care Village, 39 Downshire Road, 
Bangor, BT20 3RD

Reporting to: Registered Manager

Working Hours: 7 hours, Friday only between 9am and 5pm
Additional hours may be available to cover periods of absence

Contract: Permanent, subject to successful completion of probation period

Salary: £13.50 per hour

Overview and Job Purpose:

This is a varied and meaningful role with the opportunity to make a real difference to the

everyday lives of the people we support.

Based at Strickland’s Care Village, the Activities Coordinator, in collaboration with the 

job-share partner, will plan, organise and deliver a broad range of engaging, inclusive 

and person-centred activities and programmes, shaped around the interests, abilities 

and choices of our clients. The role will involve supporting people who may have 

physical disabilities, learning disabilities and complex support needs, adapting activities 

so that everyone has the opportunity to participate and enjoy meaningful experiences.

No two days are likely to be the same. Activities may include creative, social, 

recreational and wellbeing programmes, making full use of our dedicated on-site 

Activities Centre.

At the heart of the role is supporting independence, choice, confidence, social 

connection and quality of life. You will get to know the people we support, understand 

what matters to them and help create opportunities that are enjoyable, purposeful and 

genuinely meaningful.
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The post holder will be expected to operate in line with our workplace values which are:

Workplace Values

 Dignity and Respect
 Learning and Reflection
 Working Together
 Commitment to Quality Care and Support

Main Duties and Responsibilities

 Liaise with the Registered Manager, Deputy Manager and job share partner 
regarding the activities programme. 

 Develop and deliver appropriate activities for all clients, including individualised 
activities tailored to client’s needs.

 Undertake risk assessments of activities in consultation with the Registered 
Manager.

 Provide personalised support to individuals who may be unable or reluctant to 
join group sessions.

 Maintain accurate records of activities, including attendance, engagement levels, 
outcomes and any concerns or incidents, contributing to care documentation in 
accordance with company policies and procedures.

 Remain vigilant to client’s behaviours and emotional states during activities, 
identifying early signs of distress or risk and promptly reporting to senior staff and
documenting as appropriate. 

 Working closely with the Senior and Support Care Workers to design person-
centred activities contributing positively to client’s wellbeing.

 Where appropriate, involve clients in codesigning activity sessions, planning 
group routines and evaluating outcomes.

 In consultation with the Registered Manager and job share partner, liaise with 
outside agencies to provide support and advice on social activities and develop 
links with community-based resources to support and clients to engage in local 
activities and organise and facilities shared events. 

 Work within a set budget and monitor expenditure on activities with the 
Registered Manager and job share partner.

 Adhere to all company policies, procedures and legislative guidelines, paying 

particular attention to Health and Safety guidelines. 
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Dignity and Respect

 You spend time listening to people to get to know them and their needs.
 You respect people’s right to make their own choices and decisions about how 

they want to be supported.

 You communicate with people in a clear, open and straight-forward way, using 
appropriate language.

 You allow people to maintain their dignity and feel comfortable.
 You protect and respect people’s confidential personal information.
 You check with people about how they want to be addressed and use humour 

appropriately.

 You respect people’s homes, family relationships and facilities.
 You respect the position of trust you have with the people who need care and 

support.

 You deal sensitively and appropriately with behaviour that challenges.

Learning and Reflection

 You accept and think about any feedback you are given about your work and 
learn from the feedback.

 You are honest and transparent and are not afraid to admit when you have made
a mistake.

 You know your own limits and can identify when you need help and support and 
are feeling stressed by your work.

 You commit to personal learning and developing.
 You seek, reflect on and learn from feedback.

Working Together

 You empower, encourage and enable people who need care and support to do 
things for themselves and to make their own decisions.

 You offer people a range of realistic options and choices about the support 
available to them.

 You are committed to working as part of a team and support others in the team.
 You communicate effectively with others, using detailed and appropriate 

communication, including handover tools.

 You understand and respect that other people have different priorities and needs.
 You adapt your approach according to the individual, situation and context.
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Commitment to Quality Care and Support

 You give people your full attention and help people when they need it most.
 You are warm, kind, reliable, empathetic and compassionate towards the people 

you support.

 You are flexible and react calmly to whatever goes on in the day making changes
as necessary.

 You have clear boundaries with the people who need care and support and 
follow procedures and guidelines in your work.

 You take personal responsibility for the provision of excellent, safe and high-
quality support to others.

 You have the courage to speak up and challenge the quality of support being 
provided.

Note: No job description can cover every issue which may arise within the post at various times.

The job holder is expected to carry out other duties from time to time that are broadly consistent

with those in this document.

Person Specification
Education/Qualifications:

 GCSE English and Maths at grade C (or equivalent)
 Relevant qualification or training (desirable)
 NISCC registered or willingness to register

Skills/Experience:
 Six months experience working in a similar role
 Experience working with people with physical disabilities, learning disabilities and 

complex support needs

 Experience of planning and organising activities
 Good observational and listening skills
 Organised and methodical to keep records and follow procedures
 Good communication skills with a positive attitude
 Good IT skills
 Caring, sensitive and patient
 Reliable, punctual, and flexible

Values:
Ability to demonstrate understanding and apply our workplace values. These are embedded 
in all roles and applicants must evidence their values as part of the application process.

 Dignity and respect
 Learning and reflection
 Working Together
 Commitment to quality care and support

NOTE THIS POSITION IS SUBJECT TO AN ENHANCED WITH BARRED LIST ACCESS NI CHECK.
COPIES OF THE RELEVANT POLICY ON THE RECRUITMENT OF EX-OFFENDERS, HANDLING AND
STORAGE OF DISCLOSURE INFORMATION AS WELL AS THE ACCESS NI CODE OF PRACTICE ARE
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AVAILABLE ON REQUEST. PLEASE NOTE THAT HAVING A CRIMINAL RECORD WILL NOT
NECESSARILY BE A BAR TO OBTAINING A POSITION WITH HARMONI.
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HARMONI
Application Form

(Please complete legibly and in black)

Reference Number:
ACO0826

Title of Post:
Activities Coordinator

Location of Post:
Stricklands Care Village,

Bangor West

PERSONAL DETAILS
Surname: Title:

First Names (in full): Previous Surnames:

Address: Telephone No (including std code): 

Mobile Telephone No:

E-mail Address: 

DRIVING LICENCE
Do you hold a full valid Driving Licence which allows you to drive in the UK?

Yes or No:

ELIGIBILITY TO WORK IN THE UK

Do you have the right to remain and work in the UK?   Yes or No:

If you are selected for interview, you will be required to provide a copy of your UK or Irish Passport or if 
you are a foreign national, a share code.

PERSONAL DECLARATION / DATA PROTECTION

I declare that to the best of my knowledge the information given is honest and accurate. I understand that any
wilful misstatement or omission renders me liable to disqualification or, if appointed, to dismissal. I understand
that the appointment is subject to receipt of satisfactory references, pre-employment health assessment, the
verification of qualifications required for the post (as per the person specification) and an enhanced criminal
records disclosure check. I consent to HARMONI contacting each organisation where I have worked with
vulnerable individuals and also to all previous employers in order to obtain references.

The information on this form will be collected, stored and processed in accordance with the provisions of the
General Data Protection Regulations (GDPR) for the sole purpose of making recruitment decisions and, if
appointed, enacting terms and conditions of employment and complying with our legal obligations. If your
application for employment is successful, personal data gathered during the recruitment process will be
transferred to your personnel file (electronic and paper based) and retained during your employment. The fair
uses of your data by the organisation will be detailed to you in a privacy notice. We will otherwise retain your data
for a maximum of 1 year then delete it accordingly. You may send us a request to let you access your data that
we have collected, request us to delete your data (where it does not prevent us from fulfilling our obligations),
correct any inaccuracies or restrict our processing of your data. 

Signature:_________________________________    Date:________________
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EDUCATION & TRAINING

Please list any qualifications you hold (e.g., GCSEs, O Levels, First Aid Certificate, NVQs etc.):

NISCC Registration Number:

Date of Initial Registration:

Date Renewal of Registration Due:

EMPLOYMENT HISTORY

PRESENT POST (If unemployed – most recent post)

Name of Organisation:

Address:

Telephone Number:

Date appointed:

Leaving Date (if applicable):

Salary:

Your Job Title 

Job Title of Person you Report(ed) to:

Department / Work Location:

Period of Notice Required:

Please give reason for leaving/looking for a new role:

Main Duties:
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PREVIOUS EXPERIENCE

Please give details of all previous posts held (prior to the organisation you detailed on page 2).  Begin 
with recent employers and work backwards.  If you have held more than one position with an 
employer, please give details of each position.  
(Attach additional pages in the same format, if required – CVs will not be accepted).

If it was a post in which you worked with a vulnerable individual, please tick the last column.

Organisation’s name
and full address

Job Title and
Grade

Duties (briefly) From To Reason
for

Leaving Ti
ck

 if
 

ap
p

lic
ab

le

DD/MM/YY DD/MM/YY

GAPS IN EMPLOYMENT

If there are any gaps in your employment please explain below:
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DEMONSTRATING YOUR ESSENTIAL EXPERIENCE AND QUALITIES

HARMONI may decide to interview only those applicants who appear to them, from the information available, to be
the most suitable in terms of relevant experience and ability. It is therefore essential that you fully describe how
you meet the experience and qualities sought, giving examples and specifying exact dates as appropriate.

Please read all sections of the Person Specification. This part of the application asks you to describe your
experience, skills and personal qualities which are applicable to the post. In completing your application, you are
advised to make clear reference as to how you meet the essential and desirable/preferred criteria for the relevant
role. It is not appropriate to simply list the various posts that you have held. HARMONI will not make
assumptions from the title of the post as to the skills and experience you have gained.

Please state clearly below how you meet each of the Essential and Desirable Criteria (you may
continue on a separate page if necessary)

HOLIDAY ARRANGEMENTS

Please indicate planned holiday arrangements or other dates when you are unavailable for interview.

HARMONI is under no obligation to take account of holiday arrangements but will endeavour to 
do so.

REGULATED ACTIVITY

Please indicate below if you have been dismissed from employment or if there is any reason that you 
could not work in regulated activity or with vulnerable groups (definitions can be found here: 
https://www.nidirect.gov.uk/articles/regulated-activity-vulnerable-groups)

ADVERTISING

Please indicate how you became aware of this vacancy:
Social media:
Name of site:

Personal recommendation:
Name of person:

Job site:
Name of site:

Other:
Please specify how you heard about this vacancy:

https://www.nidirect.gov.uk/articles/regulated-activity-vulnerable-groups
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REFEREES
Please name 2 referees from the 2 most recent organisations you have worked for. They must have
knowledge of your present and/or most recent work and be in a supervisory/managerial capacity. They
must not be relatives. If you are currently employed, one referee must be from your current organisation. 
Please note, in addition to the referees you state below, HARMONI may request references from
previous employers. 
Name:

Job Title:

Organisation Address:

Telephone Number:

Email:

Can this referee be contacted at this stage?
YES / NO

Name:

Job Title:

Organisation Address:

Telephone Number:

Email:

Can this referee be contacted at this stage?
YES / NO

NOTE TO APPLICANTS:

Application forms must be completed in full.
CV’s will not be accepted.

Completed application forms should be returned to:

Human Resources Department
HARMONI
Head Office
39 Downshire Road
Bangor
BT20 3RD

or by email to heather.hanson@harmoni.org.uk

mailto:heather.hanson@harmoni.org.uk
mailto:heather.hanson@harmoni.org.uk


Please return this Fair Employment Monitoring Form

Ref: ACO0826/___   Position Applied For: Activities Coordinator

We are an equal opportunity employer. The aim of our policy is to ensure that no job applicant or
employee receives less favourable treatment on the grounds of race, colour, ethnic or national origin,
religious belief, political opinion or affiliation, sex, marital status, sexual orientation, gender
reassignment, age or disability, or is disadvantaged by conditions or requirements which cannot be
shown to be justifiable. Our selection criteria and procedures are frequently reviewed to ensure that
individuals are selected, promoted and treated based on their relevant merits and abilities. All
employees are given equal opportunity and are encouraged to progress within the organisation. We
are committed to an ongoing programme of action to make this policy fully effective. To assist us in
ensuring that this policy is fully and fairly implemented and monitored, and under the General Data
Protection Regulations (GDPR), in meeting our legal obligation to monitor our workforce and make
statutory returns to the Equality Commission of Northern Ireland, would you please provide the
following information:

Today’s Date:  ______________________________

Date of Birth: _______________________________

I would describe my ethnic group as:

● Bangladeshi

● Black African

● Black Caribbean

● Black Other

● Chinese

● Indian

● Irish Traveller

● Mixed Ethnic Group, please specify ……………………………………………

● Pakistani

● White

● Other, please specify .…………………………………………………………….

Regardless of whether we practice our religion, most of us in Northern Ireland are seen as either
Protestant or Roman Catholic. We are therefore asking you to indicate your community background
by ticking the appropriate box below:

● I am a member of the Roman Catholic community

● I am a member of the Protestant community

● I am a member of neither the Protestant nor the Roman Catholic community
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Sex

● Male

● Female

If you do not complete the community background question, we are encouraged to use the ‘residuary’
method, which means that we can decide based on personal information on file/application form. It
is not compulsory for you to answer the above questions. However, we would stress that it is a
criminal offence under the legislation for a person to “give false information in connection with the
preparation of a monitoring return”. Any information provided on this form will only be used for the
aforementioned purposes.


