
 

 
 
 

Job Description  

 

Job Title Compassionate 

Neighbours 

Coordinator 

Location St Clare Hospice, 

Hastingwood 

Hours  37.5 

(flexible – might be 

needed) 

 Salary £25,000.00-30,000.00 PA 

according to experience 

 

Responsible to: Chief Executive 

Accountable to: Chief Executive 

 

Responsible For: Compassionate Neighbour Volunteers 

 

Qualifications: 

 

See Person Specification 

Job Summary: 

 

 To manage and deliver the Compassionate Neighbours project for St Clare Hospice.  

This includes recruiting, training, supervising and developing volunteers across the St 

Clare Hospice catchment area and the management of budgets. 

 To drive referrals to the project from local health and social care professionals, from 

across the hospice and from the wider local community and process the referrals. 

 Carry out assessment visits in people’s homes and match the beneficiaries to the 

volunteers. 

 To be the key liaison point for all stakeholders involved in the project, in particular the 

Compassionate Neighbours and community groups/leaders and referrers. 

 To contribute to the dissemination and evaluation of the project through the collection 

and collation of project data as well representation of the project at regional and 

national level. 

 To select and recruit potential volunteers from the local community through building 

of links and relationships with local community groups. 

 To deliver training to the Compassionate Neighbour volunteers, ensuring the right 

volunteers are selected and confident enough to visit people in their own homes. 

 Offer an ongoing programme of support and networking between St Clare 

Compassionate Neighbours. 

 Act as the main liaison point with St Joseph’s Hospice/Nesta throughout duration of 

the Second Half Fund financial support and playing an active role in networking with 

other Second Half Fund participants. 

 

 



 

 
 
 

Background Information 

St Clare Hospice has recently been chosen to participate in the Nesta Second Half Fund 

project which will establish a Compassionate Neighbours model to decrease social isolation 

amongst those people at the end of their lives.  The Compassionate Neighbours model was 

started by St Joseph’s Hospice in East London, and the Second Half Fund is aiming to roll 

out the model across London in an effort to understand whether the model can be replicated 

to impact on the lives of more people. 

One of the key arms of the St Clare Hospice’ strategic plan for 2018+ is to help build the 

capacity of our local communities to support each other and to enable people to care for 

themselves and to remain independent for as long as possible.  The hospice has become 

increasingly interested in facilitating and building networks of support provided by the 

community in order to augment care provided by professionals.    

This project recognises the unique contribution individuals who give time and attention to 

others in their community can make to those who face advancing illness or bereavement.  

We believe that with training, support and supervision, these individuals can make a 

significant difference to the social isolation, practical challenges and gaps in care and 

advocacy that many people who are becoming increasingly unwell or who are bereaved 

must cope with. When members of a community are able to support others in the same 

community, care can be more culturally specific and sensitive.  

Compassionate Neighbours is an expression of our plan to work with community leaders and 

groups (especially from those communities who do not traditionally access hospice or formal 

care services) to help establish networks of people who will support each other in the face of 

serious long term illness or bereavement. These networks will be “compassionate 

communities”, comprising individual ‘Compassionate Neighbours’ who will reach out to 

others within their communities who need some help.  

For 2018+, St Clare Hospice has agreed to participate in the replication funded by the Nesta 

Second Half Fund.  The targets and milestones are agreed as part of the terms of the grants 

secured and this role will be responsible for delivery.  The monitoring and evaluation of this 

project will be collected and collated by this Coordinator post.  

The Coordinator is expected to work closely with the St Joseph’s Hospice team to replicate 

the model, network with other participant sites and contribute to the learning and evaluation. 

 

Key responsibilities: 

 

 Deliver a robust and sustainable Compassionate Neighbours project which aims to 

reduce social isolation amongst people at the end of their lives. 

 Meet the key milestones and deliverables of the Compassionate Neighbours Second 

Half Fund project as agreed with Nesta/St Joseph’s Hospice. 

 

 

 



 

 
 
 

 

Key Working Relationships 

Internal:  CEO, Director of Patient Care, Community Palliative Care Teams, Voluntary 

Services Manager, Patient and Family Support Team, Communications Team. 

External: Community leaders, community groups, individual Compassionate Neighbours, 

GPs, local health and social care professionals, other voluntary sector agencies across the 

catchment area.  St Joseph’s Hospice Compassionate Neighbours Team, other London 

Hospice project leads. 

 

Community Engagement 

 Identify the leaders and networks of the target local communities and approach them 

to introduce them to the project and invite their involvement as Neighbours, 

beneficiaries, referrers or translators. Draw on existing connections and intelligence 

on the part of the hospice in relation to these groups and communities and other local 

stakeholders who may wish to be involved.   

 Be responsible for building sustainable relationships with the target communities and 

networks on behalf of St Clare Hospice. 

 Be responsible for building sustainable relationships with the Compassionate 

Neighbours before, during and after the training on behalf of St Clare Hospice. 

 Find opportunities for the hospice and other stakeholders to listen to the experience 

of local people related to the processes of dying and loss, to guide the shape of the 

project in the future. 

 Organise meetings at the hospice to which local leaders and their members are 

invited to learn more about the project and shape its detail.  

 Build strong working relationships with community leaders, who will take a lead in 

identifying future champions and potential beneficiaries of the care and support on 

offer. 

 Identify mentors and trainers for the Compassionate Neighbours drawing individuals 

from the hospice, the community and other organisations. Establish formal 

opportunities for these individuals to learn about the concept of compassionate 

communities and the principles underpinning this development 

 



 

 
 
 

 

Training Delivery and Ongoing Support 

 Deliver training to CNs to ensure that the CNs are confident and equipped to visit 

vulnerable individuals in their own homes and able to identify when more help and 

support might be needed by the individual. 

 Delivery and development of ongoing support and supervision for CNs through 

Practice Development Meetings, weekly coffee mornings and social events which act 

as the ‘glue’ to build a network of volunteers who offer each other support. 

 

Volunteer Recruitment and Selection 

 Agree plans and delivery of outreach to recruit new CNs where necessary 

 Develop the selection of the CNs to ensure suitability and work with the Voluntary 

Services Manager to ensure appropriate security checks (such as DBS) are carried 

out. 

 

 

Project Delivery 

 Carry out home visits to assess individuals referred to the project as ‘Community 

Members’ and signpost the individual to other services (both hospice and non-

hospice) as appropriate, carrying out the necessary checks and surveys to ascertain 

suitability for the project. 

 Carry out the matching process in order to assess suitability between CNs and 

Community Members. 

 

Resource Management and Budgets 

 Monitor against budget (income and expenditure), managing adjustments in activity 

accordingly. 

 Monitor the project’s outcomes against agreed milestones required by funders and 

manage adjustments to the project accordingly, including providing the Fundraising 

Department information to help manage/negotiate the outputs with funders where 

necessary. 

 Manage the development of a steering group with senior representatives from the 

Hospice, community groups, leaders and members of the hospice to oversee and 

shape the project. 



 

 
 
 

 Manage a growing cohort of Compassionate Neighbour volunteer, particularly 

monitoring their development and needs. 

 Ensure suitable translation services or other communication aides are available as 

appropriate for Compassionate Neighbours (if English is not their first language, for 

example). 

 Work with the Voluntary Services Manager, CEO and Director of Income Generation 

to develop plans for sustaining the project beyond 2019 which includes budget-

building, developing a case for support for funders, close liaison with the Fundraising 

Team to approach funders and responsibility for developing partnerships with CCGs, 

funders and other agencies who might support the project. 

 

Monitoring and evaluation of the projects’ outputs and outcomes 

 Collect and collate data regarding the numbers of people involved in delivering and 

receiving care via the Compassionate Neighbours, their satisfaction and any 

concerns that they have about the project as required and agreed with funders. 

 Prepare reports regarding such data for the steering group and any fora within St 

Clare who will want to monitor progress e.g. the Senior Management Team and the 

Board 

 Work closely with external evaluators conducting research/data collection to identify 

and collate data that will help consider the success of the project against its 

objectives. 

Contribute to the dissemination of learning from the project  

 Contribute where appropriate to seminars at a regional and national level about the 

project, particularly contributing to overall learning for the hospice sector on the role 

of hospices in community development. 

 Be prepared to talk to visitors to the hospice and funders about the project  

 

Communication 

 Consistently and regularly communicate with the hospice care services teams and 

external health and social care professionals in order to identify possible beneficiary 

referrals to the Compassionate Neighbours project. 

 Build relationships with, and a database of, stakeholders engaged in the programme 

in order to maintain regular contact and monitor progress. These will include 

community leaders, Compassionate Neighbour volunteers, and St Joseph’s Hospice. 

 Supply the Communications Team with stories and information for the local media 

(especially target communities’ media) in order that they are aware and can cover 



 

 
 
 

local events and stories that describe the work of the Compassionate Neighbours.   

 Present the project appropriately across local and national media with support from 

the CEO and Communications Manager. 

 Ensure the profile of St Clare Hospice remains high and significant throughout the 

project – work with the Communications Manager to protect the St Clare brand. 

 Participate and attend any Compassionate Neighbours conferences and meetings, 

ensuring a strong St Clare Hospice brand/profile throughout. 

 

 

Personal Development 

 Identify own learning and development needs in order to meet the key requirements 

of the post 

 Take responsibility for linking own development needs with the Hospice appraisal 

and objective setting process 

 Take responsibility for own continuing development by undertaking specific areas of 

work/projects to develop new skills 

 Take responsibility for own professional development, including keeping up to date 

with relevant professional and other developments in community development at 

local and national levels 

 Engage in supervision to support personal and professional development 

 

 

Equal Opportunities 

St Clare Hospice operates and Equal Opportunities Policy and expects staff to have a 

commitment to equal opportunities policies in relation to employment and service delivery. 

 

St Clare Hospice is committed to Equal Opportunities for all present and potential members 

of staff and patients, irrespective of gender (including gender reassignment), marital status, 

sexual orientation, race, colour, creed, religion, belief, nationality, ethnic origin, age, and 

disability, a positive diagnosis of HIV/AIDS or Trade Union membership.  Therefore St Clare 

Hospice expects its entire staff to understand, support, and apply this policy through their 

working practices which requires all individuals to be treated with respect, dignity, courtesy, 

fairness and consideration. 

 

Changes to This Job Description 

This is a description of the job as it is presently constituted.  You may be required to carry 

out other duties as reasonably required by you commensurate with your seniority in the 



 

 
 
 

organisation.  This job description is supported by annual 

objectives and performance standards to provide an indication of the level of performance 

expected from the role. 

 

It is the practice of St Clare Hospice to review and update job descriptions from time to time 

to ensure they relate to the job required or to incorporate whatever changes are being 

proposed.  This will be conducted following consultation with you and you have the 

responsibility to discuss any job changes with the CEO at the time the change occurs and 

agree any permanent substantial change. 

 

General 

The post-holder may have access to confidential data within St Clare Hospice.  Failure to 

maintain confidentiality will lead to disciplinary action, which could ultimately lead to 

dismissal. 

The post holder may be required to participate in the assessment of risk and thereby 

contribute towards the information governance agenda as appropriate. 

The post will be subject to regular annual appraisal and review of the Personal Development 

Plan. 

The post holder will be expected to produce work of a high standard and to promote quality 

at all times. 

The post holder will be expected to keep themselves updated on all matters relating to 

Hospice policy. 

The post holder must familiarise themselves with matters relating to health and safety 

management as they affect them personally and/or the Hospice, reporting any potential risks 

to life or property immediately in accordance  with the Hospice’s Health and Safety Policy 

and procedures.  They must use all equipment provided to undertake their role safely. 

Refrain from smoking in any area of the Hospice building. 

 

This is an outline Job description and may be subject to change, according to the needs of 
the service, in consultation with the post holder. 
 
 

Signed (employer)  

Date  

  

Signed (employee)  

Date  

 


