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Post Specification
Job Family
BS7


	Date
	December 2025

	Post Title
	Occupational Health & Wellbeing Coordinator

	Job Family Role Profile
	Business Support

	Final Grade
	Grade 7 


To be read in conjunction with the job family role profile

	Purpose of this post 

	To provide comprehensive support to, and lead on the coordination of activities of the occupational health and wellbeing team.  

To assist the Occupational Health and Wellbeing Teams to deliver a high quality Occupational Health and Wellbeing service that meets the customer needs both internal and external whilst optimising technology and improved processes to deliver an excellent customer experience.

	Key job specific accountabilities

	1. Ensure the efficient and effective co-ordination of all office systems.
2. Undertake confidential coordination activities for the occupational health and wellbeing teams, including the responsibility for processing and progressing medical reports, referral’s, scheduling appointments and organising and facilitating medical clinics. 
3. To provide information and explanatory responses to queries and provide advice on more complex queries from external and internal customers and in doing so, undertake problem solving, maintain data integrity and ensure information is managed in a secure way.
4. Liaise with managers/service users as required to support statutory timescales and requirements, and ensure confidentiality is adhered to. 
5. Liaise with service users and other stakeholders (internal and external) ensuring a high level of customer service with a courteous and professional approach to queries, including service users that may be displaying challenging behaviours. This will include communicating across various channels including, but not limited to, face to face, telephone, mail and electronic media.
6. Provide confidential administrative assistance to the occupational health and wellbeing team as required, including the safe storage and destruction of confidential medical records and ensuring strict adherence to GDPR and data protection legislation.
7. Responsible for processing all departmental data requests, including subject access requests, in liaison with the Information Governance Officer and in accordance with relevant data protection policies. 
8. Answering of incoming calls, arranging appointments, agenda preparation and arrangement of meetings and maintenance of the electronic diary systems within the occupational health and wellbeing team.
9. Assist with the development of monthly health promotion initiatives and keeping the departments notice boards and information leaflets current and up to date.
10. To assist with the monitoring of budget data, supplies and services, collection and presentation of performance management data and support the delivery of team projects and meetings.
11. Liaise with other departments and external organisations to arrange appointments for potential and existing employees.
12. Ensure arrangements are in place for the calibration of all relevant Occupational Health, Fitness and Wellbeing equipment, including keeping a log of all equipment and dates required, and arranging calibration with the relevant suppliers.
13. Carry out other duties from time to time as required appropriate to the grading of this post.

	Please note annual targets will be discussed during the appraisal process

	Key facts and figures of the post

	Budget Responsibilities
	· None

	Staff Management Responsibilities
	· None

	Other
	· None

	Essential Criteria - Qualifications, knowledge, experience and expertise

	Essential
•	NVQ 2 or 3, or equivalent, or equivalent experience within the relevant work area.
•	Methodical, accurate and well-organised and able to effectively prioritise tasks.
•	Proven experience of working collaboratively within a small team, ensuring objectives are consistently achieved via a flexible approach
•	Confident and competent to work, at times, with minimum supervision 
•	Understanding of the importance of providing a quality, confidential service
•	Excellent interpersonal skills and the ability to build effective relationships, including written and verbal communication with a focus on accuracy
•	ICT literate with experience of MS office software
•	Ability to manage confidential data and information and maintain accurate records
•	Proven experience of using databases and manual record systems
•	Experience in customer service and dealing with Stakeholders Inc. dealing with the public
•	Knowledge of budget and organisational priorities
•	Understanding of and commitment to Equality, Diversity and Inclusion in the workplace

Desirable
· Experience within emergency services or similar operational environment.
· Experience working with Occupational Health providers or services


	Disclosure and Barring Service – DBS Checks

	· This post requires a Standard DBS check


	Job working circumstances

	Emotional Demands
	· Exposure to confidential medical case work / telephone calls containing sensitive and distressing information.

	Physical Demands
	· Occasionally required to carry medical equipment.

	Working Conditions
	· Office working

	Other Factors

	· Ability to travel throughout Cumbria to support the delivery of medical clinics
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