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Smoking Cessation Services Co-ordinator

Job Description



Job Title:			Smoking Cessation Services Co-ordinator

Responsible To:		Senior Cancer Prevention Officer

Hours:			23 hours per week

Salary:			 £27,870 pro rata

Contract:			Fixed term – 11 months

Holidays:			25 days plus statutory days pro rata
		

Summary of Main Responsibilities

· To provide co-ordination and support for a centralised smoking cessation service funded by the Public Health Agency

· To assist in the promotion and implementation of all aspects of the Cancer Prevention department’s work


Specific Duties

· To co-ordinate Cancer Focus NI’s smoking cessation service for smokers in the Public Health Agency Belfast and South-East areas

· To provide stop smoking cessation groups within Belfast/South East areas as part of the smoking cessation service

· To promote and develop the cessation service in partnership with local agencies

· To provide information and support for health professionals and the public

· To keep accurate records of service provision and numbers using the service

· To provide regular reports of the service to Cancer Focus NI, PHA and other agencies

· To contribute to educational and training programmes on smoking and cancer prevention


· To promote existing Cancer Focus NI services as appropriate

· The post may require evening work 

· The post is subject to statutory police checks through Access NI

· This is not an exhaustive list of duties and responsibilities and the post holder may be required to undertake other duties when required
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Smoking Cessation Services Co-ordinator

Personnel Specification



Job Title:	Care Services Departmental Secretary		


The Personnel Specification shows essential skills, abilities, knowledge and/or qualifications required to be able to carry out the duties of this post. Therefore, please address, in completing the application form, each criterion listed in the specification, drawing upon all of your experience, whether at work or on a voluntary basis.


Essential Criteria
	
· One year’s experience in co-ordinating a Health Promoting Service

· Experience of co-ordinating a team of part-time sessional workers

· Experience of having been trained in and providing smoking cessation services

· Excellent written and oral communication skills

· Excellent organizational abilities including keeping accurate records

· Experience of liaison with a broad range of professionals

· Ability to work on own initiative and as part of a team

· Computer literate - experience of Microsoft Office, E-mail and Internet

· Hold a full current driving license and have access to the use of a car or some other

appropriate form of transport to carry out the duties of the post



Desirable Criteria
 
· Project management experience

· Experience in planning and delivering training
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