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JOB DESCRIPTION
		Downton Downtime Group Facilitator

Downton Downtime is an activity group run in partnership between Beyond Dementia (formerly Alzheimer’s Support), Muse SW CIO and Sounds Better CIC. This post holder will be an employee of Beyond Dementia. 

We are committed to delivering flexible, person-centred services that give people living with dementia — and their carers — real choice and the ability to maintain independence and control over their lives. We believe that:

· The interests and wellbeing of service users must be safeguarded at all times.
· Access to services should be free from discrimination based on gender, sexual orientation, culture, religion, or ethnic background.
· The social, cultural, and religious identities of service users should be recognised and respected.

	
Job Title
	Downton Downtime Group Facilitator (P/T, weekly, term time only)

	
Job Role
	
To coordinate and support the delivery of Downton Downtime Group in the community. This includes practical planning, volunteer and Instructor liaison, participant support, and administrative tasks. 

	
Location
	
Downton Baptist Church, South Lane, Downton, SP5 3NA

	
Grade
	
Scale point 21 (£12.6792 p/h)

	
Hours of work
	
Tuesdays 10:00 – 12:30, plus 1hr admin (3.5 hours weekly, termly)


	Responsible to:
	Community Groups Coordinator (South)

	
Accountable to:
	
Beyond Dementia’s Chief Executive Officer on behalf of the Board of Trustees.





	
Confidentiality			
The post holder will be expected to abide by Beyond Dementia’s confidentiality policies. All employees are required to observe the strictest confidence with regards to any service user information that they may have access to, or accidentally gain knowledge of, in the course of their duties. All employees are required to observe the strictest confidence regarding any information relating to their work and its employees. You are required not to disclose any confidential information either during or after your employment with Beyond Dementia, other than in accordance with the relevant professional codes.




This job description lists the main responsibilities and duties of the role. We may need to add more specific tasks to this based on the needs of the service and those who it supports. This document may be subject to review and change in consultation with the post holder. It is not intended to be a contractual document. 



	
Main responsibilities and duties:

· Create a welcoming environment
Foster a safe, respectful, and inspiring space where older adults feel encouraged to explore their creativity and form social connections.

· Plan and coordinate sessions
Schedule and confirm group dates, liaise with partner organisations. Communicate clearly with Instructors, members, volunteers, and venue staff. Adapt plans responsively based on group needs. You will need to run some sessions if no outside Instructor scheduled, for example games or crafts.

· Support participants
Welcome and assist new members, encourage regular attendance, and promote the group locally. Support referrals from Beyond Dementia’s colleagues, and wider community contacts. Facilitate referrals or signposting to additional support services as appropriate.

· Support volunteers
Provide ongoing guidance and encouragement to volunteers, ensuring they feel confident and well-informed in their roles. Liaise with Volunteer Manager. 

· Maintain attendance and records
Keep accurate attendance registers, contact lists, and registration forms. Report attendance data and feedback to the Community Groups Coordinator (South). Collect fees by invoice or at sessions, and update records. Pay any collected fees into Beyond Dementia’s Support offices.

· Encourage participation and adaptability
Promote creative engagement during sessions, working with Instructors to adapt activities to suit the abilities, interests, and needs of participants. Participate in regular evaluation of services.

· Oversee session logistics
Manage venue bookings, setting up and closing down of each session, assist with preparing materials and refreshments, and ensure smooth delivery of each group session.

· Personal development
Participate in induction, supervision and appraisal processes
Undertake training, evaluation and mentoring as provided

Person Specification

Essential:

· Experience coordinating or supporting community-based arts or wellbeing projects.
· Excellent organisational and time-management skills.
· Strong interpersonal skills with a warm, supportive manner.
· Clear and confident verbal and written communicator.
· Commitment to safeguarding, inclusion, and equality.


Desirable:

· Experience working with older people or people living with dementia.
· Experience supporting volunteers or artists, musicians etc.
· Basic IT proficiency for admin tasks (e.g., email, spreadsheets, attendance logs).

Additional Information

This role requires flexibility, initiative, and a proactive, compassionate approach. A DBS check will be required before an offer of employment can be made.

Working Conditions / Environment
The post holder should be confident in working independently and using their own judgement to resolve practical issues.

It is expected that the post holder will manage their workload and time effectively, particularly in the lead-up to group sessions.

Physical Effort
[bookmark: _GoBack]There will be some physical effort required for example setting up equipment, assisting members to chairs. Any moving or handling will be undertaken in line with training and Beyond Dementia policies.

The role may involve some local travel, including driving to venues outside of the post holder’s immediate area.

Conduct and Compliance
All employees must adhere to Beyond Dementia’s codes of conduct and policies as outlined in the Staff Handbook and Health and Safety handbook.

Employees are expected to act professionally and ethically, and comply with relevant governing body regulations.

Equal Opportunities
Beyond Dementia is committed to providing equal opportunities for all employees and service users. We welcome and encourage applications from individuals of all backgrounds, regardless of age, gender, ethnicity, religion, disability, marital status, or sexual orientation.

Data Protection
All employees must adhere to organisational policy regarding data protection and GDPR. Confidentiality must be upheld at all times, both during and after employment.

Health & Safety
Employees are responsible for promoting and maintaining a safe and healthy environment, in line with organisational policy and legal obligations.

Safeguarding
All staff must be familiar with and follow Beyond Dementia’s safeguarding policy and procedures. This includes completing safeguarding training appropriate to the role and being vigilant in promoting the wellbeing of all participants.




We are committed to being an inclusive employer and ensuring equal opportunities for all applicants. If you require this job description or the application form in an alternative format—such as large print, audio, or a different language—please contact us at hello@beyonddementia.org.uk or phone 01380 739055, and we will be happy to accommodate your needs.
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