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Job Description

	Position:
	Health and Work Coach – WorkWell Norfolk

	Employer:
	Action Community Enterprises CIC (ACE)

	Department/Service:
	 Partnership (Future Projects) WorkWell Norfolk

	Job Status:
	Fixed term Contract 1st November 2026 – 31st March 2029

	Hours of Work:
	36.5

	Leave:
	25 days plus bank holidays

	Location:
	Multi Stie (Great Yarmouth & Norwich)

	Salary:
	28,500 FTE

	Reporting to:
	Team Leader - Health and Work Coach – WorkWell Norfolk




ACE’s vision, aims and ethos.
OUR VISION
To do the very best we can for each and every one of our participants so that individually we make a difference, but collectively we change society for the better

OUR AIM
To provide opportunities for learning; supporting people to gain skills, qualifications and develop confidence to enable them to take up their place in society.

ETHOS
To provide an individualised approach to understand and meet the needs of each participant; working in partnership with others to provide the best possible help and support to re-engage people who are in danger of being marginalised in society

Context and purpose of the job
WorkWell is a national early-intervention work and health programme, jointly led by the Department for Work and Pensions and the Department of Health and Social Care and expanded across England from 2026. In Norfolk it is commissioned by NHS Norfolk and Suffolk Integrated Care Board and delivered through a partnership led by Future Projects.
The Health and Work Coach is the main participant-facing role. You will build trusted relationships, complete holistic assessments, co-produce Personalised Care Plans, provide practical work and health coaching and coordinate additional support. With the participant’s consent, you will work with employers on reasonable adjustments and stay-in-work or return-to-work plans.
This is a non-clinical role. Coaches work within agreed professional boundaries and escalate health risk, safeguarding concerns or clinical complexity through WorkWell’s agreed pathways.
Personal Profile
You will be approachable, reliable and organised, with experience supporting people one-to-one. You will be able to build trust, listen well, keep clear and regular contact, manage a caseload and accurate records, and work confidently with participants, employers and partner organisations. Experience may come from employment support, health and wellbeing, advice, coaching, community services or a similar setting. No specific professional qualification is required
Key Deliverables

Participant Assessment and Personalised Support
· Manage a varied caseload, normally around 20–25 live participants per full-time Coach, subject to participant need and service demand.
· Complete evidence-based, person-centred holistic assessments covering health, work, skills and wider circumstances, and co-produce Personalised Care Plans with clear goals
· Provide regular, reliable one-to-one coaching; keep goals clear and achievable, review progress and adapt support as circumstances change.
· Use warm handovers and supported introductions to connect participants with appropriate clinical, community, employment, skills and specialist support.

Stay in Work, Return to Work and Employment Support
· Help participants understand how health or disability affects work and identify practical steps to remain in, return to, or move towards suitable employment.
· Support stay-in-work and return-to-work plans, including preparation for employer conversations, reasonable adjustments, phased returns or changes to duties.
· Provide appropriate employment coaching, which may include confidence building, career guidance, CVs, job search, interview preparation and links to skills or training.
· Where longer-term employment support is required, coordinate a smooth handover to Connect to Work or other appropriate provision.
Employer and Partnership Working
· With the participant’s consent, engage constructively with employers and support practical workplace solutions that promote sustainable employment.
· Build effective relationships with GP practices, social prescribing, health teams, VCFSE organisations, Jobcentre Plus, skills providers, employers and other local partners.
· Work with WorkWell specialists and multidisciplinary colleagues where additional clinical, disability, neurodiversity, employer or other expertise is required.
· Contribute to local case discussions, partnership activity and service promotion as required.

Case Management, Safeguarding and Quality
· Maintain accurate, timely and compliant participant records, including required WorkWell management information and outcome measures.
· Recognise safeguarding concerns, health risks or issues beyond the role boundaries and escalate promptly through agreed procedures.
· Work to agreed service standards and outcomes while keeping support clear, reliable, person-centred and strengths-based.
· Participate in supervision, reflective practice, mandatory training, service evaluation and continuous improvement.

Service Knowledge and Community Connections
· Develop knowledge of local health, wellbeing, employment, skills and community support so participants can access the right support at the right time.
· Identify gaps, barriers and emerging needs and share frontline learning to improve WorkWell Norfolk delivery.
· Promote equality, inclusion, accessibility and Making Every Contact Count in day-to-day practice.

Other duties and responsibilities
· Work flexibly across community, office, employer and remote settings according to participant and service need.
· Comply with the employing organisation’s policies and shared WorkWell Norfolk requirements for safeguarding, information governance, confidentiality, equality and health and safety.
· Undertake other reasonable duties consistent with the purpose and level of the role.

Person Specification

	Area
	Essential
	Desirable

	Experience
	Experience supporting people one-to-one in a coaching, advising, guiding or support role.
	Caseload management; working to targets or outcomes; stakeholder or employer engagement; health or employment services; relevant lived experience.

	Qualifications
	No specific formal qualification is required.
	Coaching qualification.

	Skills
	Clear communication and listening; IT, data handling and report writing; networking; good organisation and time management; able to work independently and with partners.
	Health coaching or motivational interviewing; group facilitation.

	Attributes
	Empathetic and non-judgemental; able to build rapport with people from diverse backgrounds; confident discussing health and work; reliable; able to work autonomously and know when to seek advice or escalate.
	

	Knowledge
	No specialist work-and-health knowledge is required on entry; willing and able to learn the knowledge, policies and safe working practices needed for the role.
	Local health and wellbeing services; local labour market; employment law, rights and workplace adjustments; impact of common health conditions at work.

	Travel
	Able to travel regularly across the relevant locality.
	Full driving licence and access to a vehicle, due to Norfolk’s geography and community-based delivery.




Action Community Enterprises CIC
Viking House, Dewing Road, Rackheath Industrial Estate, Norwich, NR13 6PS. Company No. 7663378
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