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	Post title

	Project Co-ordinator – Manchester Cancer Equity Engagement Plan (MCEEP)

	Salary

	NJC SCP 16, £31,525 per annum pro rata (actual £18,915 per annum for 21 hours)

	Hours

	21 hours per week, worked flexibly. Some evening and weekend work will be needed to fit in with community activity, for which time off in lieu will be given.

	Contract

	Fixed term until 31 March 2027

	Location

	Manchester, based in the community with regular travel to venues across the city

	Accountable to

	Programme Lead – Manchester Cancer Equity Engagement Plan

	Aim of job

	To support BHA For Equality’s delivery of the Manchester Cancer Equity Engagement Plan (MCEEP), which in 2026/27 is focused on improving early diagnosis of breast cancer in communities experiencing the greatest inequalities. The postholder will recruit, coordinate and support a diverse network of 36 cancer champions from our priority communities: racialised communities, women, disabled people, LGBTQ+ people, inclusion health groups and people living in the most deprived parts of the city, particularly North Manchester. Working with the MCEEP Steering group, the postholder will help co-produce and roll out a Patient Advocacy Training Programme that gives people the knowledge, confidence and practical skills to access GP services promptly, talk to healthcare professionals about their concerns and advocate for timely follow-up of possible breast cancer symptoms. Champions will also raise awareness of signs, symptoms and screening, and signpost people who are having investigations, have been diagnosed or are living with and beyond breast cancer to the right specialist support.




Main duties and responsibilities:

Recruiting and onboarding champions
1. Develop and deliver a recruitment plan to attract, engage and retain 36 cancer champions who reflect Manchester’s priority communities, including groups not well represented in existing champion networks, such as new and emerging communities and disabled people with specific impairments.
2. Promote champion opportunities through trusted routes, working with the MCEEP group, the Answer Cancer champion network, the VCFSE cancer network and community, faith and voluntary organisations.
3. Organise and deliver accessible recruitment events, presentations and outreach, arranging reasonable adjustments such as BSL interpretation where needed.
4. Manage all aspects of champion onboarding, including applications, informal interviews, induction, DBS checks where required and volunteer records.
Co-production and training
5. Support the co-production of the Patient Advocacy Training Programme with the MCEEP group, people with lived experience and priority communities, including organising co-design workshops and using the “3 Ms” approach (Message, Messenger and Motivation) to shape content.
6. Coordinate and administer the champion training programme so that champions have the knowledge, skills and confidence to:
· Raise awareness of breast health and the signs and symptoms of breast cancer.
· Encourage and help people to book and attend breast screening.
· Support people to access GP services promptly, explain their concerns clearly and advocate for timely follow-up where symptoms are suspected.
· Share information in ways that are culturally appropriate and accessible to people with different communication needs.
· Signpost people who are having investigations, have been diagnosed or are living with and beyond breast cancer to appropriate specialist and community support.
· Understand safeguarding, confidentiality, boundaries and the limits of the champion role.
7. Work with clinicians, trainers, the Greater Manchester (GM) Cancer Alliance and partner organisations to make sure training content is accurate, up to date and responsive to community needs, making good use of existing Cancer Alliance resources.
8. Contribute to the development of accessible resources, such as short videos, social media content and printed materials in different formats, so that the training can be shared more widely and future champions can be trained.
Supporting champions
9. Provide regular supervision, guidance and wellbeing support to champions using a trauma-informed approach, recognising that many will have personal or family experience of cancer, so that champions feel valued and supported.
10. Coordinate champion activity across community settings and organise regular network meetings, peer learning sessions and recognition events, making sure activity is delivered safely and in line with programme objectives.
11. Administer champion expenses, such as travel and telephone costs, in line with BHA policy.
Community engagement and access
12. Support champions to deliver awareness sessions and outreach in trusted community venues, and link local activity to Greater Manchester initiatives such as This Van Can.
Partnership and neighbourhood working
13. Build and maintain relationships with Manchester Local Care Organisation (MLCO) Integrated Neighbourhood Teams, Primary Care Network (PCN) Cancer Leads, GP practices, NHS services, the GM Cancer Alliance and VCFSE partners, so that champion activity is joined up with neighbourhood working. Contribute to MCEEP group meetings as required.
Monitoring, evaluation and reporting
14. Collect and maintain accurate data on champion recruitment, training attendance, champion activity, community reach in line with data protection requirements.
15. Run pre- and post-training evaluation and gather feedback, case studies and stories of change that feed into the MCEEP Impact Framework and prepare monitoring reports for the Programme Lead and commissioners.
Safeguarding and quality
16. Make sure all champion activity follows safeguarding requirements, confidentiality standards, health and safety and lone working procedures and BHA policies.


Work Related Circumstances

· Work in accordance with all BHA policies, procedures and guidelines.
· Work in accordance with all relevant legislation, such as health and safety in the workplace.
· Make sure all activity is developed and delivered in line with BHA and national/sector quality standards, clinical governance, safeguarding procedures and national guidance, so that services are safe and effective.
· Receive direction and support from your line manager and undergo regular supervision.
· Identify training needs through supervision and take up development opportunities offered by BHA.
· Travel across Manchester to community venues, partner meetings and BHA events as part of the role.
· Keep accurate, confidential and up-to-date work records, in line with the organisation’s policies and procedures.
· Produce regular progress reports and respond flexibly to the changing needs of the service and the communities it supports.
· Attend and contribute to team meetings and other BHA meetings as required and appropriate. 
· Work cooperatively with other members of the team, sharing ideas and participating constructively in staff training and team meetings.
 
Continuous Professional Development
 
· Take every opportunity to maintain and improve professional knowledge.
· Participate in personal development reviews and the production of a personal development plan.
 
Confidentiality
 
· The post holder must be able to recognise the importance and sensitivity of issues, ensuring that confidentiality is maintained at all times in conjunction with BHA confidentiality policies.
 
 
All individuals will have some risk management responsibilities with which you are required to comply – this is set out in BHA’s Risk Management Policy. All staff have a responsibility for Data Quality.  This will vary according to individual job roles.
 
BHA is committed to developing an environment that embraces diversity and promotes equality of opportunity.
The above duties are not intended to be an exhaustive list, but an indication of the requirements of the post.  The duties within this may be varied from time to time to reflect the changing needs of the organisation and its services.         
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The following points are mandatory for this role and will be checked during the interview process. You will be asked to confirm your agreement to these points in the Application Form:
· [bookmark: OLE_LINK2][bookmark: OLE_LINK1][bookmark: _Hlk75281746][bookmark: OLE_LINK6]Prepared to abide by the Values and Ethos of BHA For Equality
· Ability to travel independently across Manchester to community venues (reasonable adjustments will be made where needed)
· Preparedness to work some evenings and weekends
· Entitlement to work in the UK
· A Basic DBS check

[bookmark: _Hlk75281759][bookmark: OLE_LINK7]On the application form, please tell us about the following:

Your experience of: 
· working with Black and other marginalised and disadvantaged communities (~100 words)
· recruiting volunteers or community champions from communities experiencing inequalities, and keeping them engaged over time (~100 words)
· working in partnership with VCFSE organisations and NHS services such as GP practices or PCNs (~100 words)
At the interview you may be asked about any of the above, plus any of the following.
Your understanding of:
· the barriers racialised communities, disabled people, LGBTQ+ people and other priority groups can face when accessing GP services and breast screening, and practical ways to reduce them
· why trusted messengers matter in health engagement, and how the “3 Ms” (Message, Messenger and Motivation) might shape the champion programme
Your skills in:
· planning and prioritising a busy workload within 21 hours a week and a short fixed-term contract
· handling difficult situations, for example a champion sharing inaccurate health information or a safeguarding disclosure at a community event
Presentation
Shortlisted candidates may be asked to give a short presentation (around 5 minutes) on how they would recruit and support a diverse group of 36 cancer champions in the first three months of the project.
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