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Job Description 
 

Job title Engagement Team Co-ordinator  

Department  Service Delivery 

Line Manager  National Engagement Manager  

Job Purpose 

Engagement Team Co-ordinators ensure that our customers and stakeholders 
receive a high standard of service and support. Although this role has specific 
responsibilities, the post holder will liaise with the wider Engagement Team and 
with other teams.  

We value a diverse workforce and recognise that adjustments may be needed to 
support individuals to be comfortable in doing this.   

This role has a specific purpose:  

To support the engagement team in meeting their objectives in relation to 
sustaining and growing the referrals for individual Brain in Hand licences. 

This role has a general purpose:  

To support and assist the wider Engagement Team to meet its objectives in 
relation to delivering a high quality service by delivering the required processes, 
administration and assurance.  

Typical Coordinator tasks include but are not limited to:  

Project administration, monitoring and reviewing data and processes, managing 
inboxes and responding to enquiries from a wide range of stakeholders.  

The advertised role will have specific duties in relation to dealing with enquiries 
by phone and email from which may include, but are not limited to, 
Government Departments, Charities, Employers, Disability Assessors and 
Business Associations. 

 The Co-ordinator will also support booking, promotion and delivery of 
webinars, events and meetings which promote awareness and understanding of 
Brain in Hand.  

 

Please note that this is an administrative role supporting an engagement team, 
and not a role requiring physical inspection or quality assurance of equipment, 
nor any software design. While Brain in Hand is a healthcare technology 
company, this role does not require technical qualifications. 

Key tasks  
Engagement with Stakeholders and the Engagement Team   

Co-ordinating and administrating activity associated with engagement, lead 
generation, enquiries and promotional activity, including: 
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 Responding to email and telephone requests 

 Monitoring group inboxes  

 Supporting the provision of awareness or training events 

 Supporting other engagement work and mail outs  

 Completing research tasks in relation to the Individual Licence Market  

This is an indication and tasks will not be limited to the above.   

The following provides some more detail about key tasks: 

 Ensuring appropriate proactive and reactive communication with colleagues 
and stakeholders  

 Ensure all requests and enquiries, however received, are responded to and 
actioned appropriately and in a timely fashion. 

 Scheduling and facilitating arrangements for in-person and remote, ad-hoc, 
routine, internal and external, meetings and events and communicating 
these clearly to the Engagement Team 

 Data entry, management and reporting to support the activity of the 
Engagement Team (e.g., identifying possible stakeholders for marketing or 
engagement activity and maintaining associated data) 

 Supporting the administration of engagement and evaluation activity; this 
could be direct engagement with users or reviewing and collating surveys 
after webinars or events.  

 Contribute to the delivery of Programmes which are managed by the 
Engagement Team. This may involve collating performance data and reports 
and attending meetings.  

This list is not exhaustive, and other tasks and projects will emerge to suit the 
needs of the team and the business. 

 

Essential Skills 

There is no minimum level of education or qualification required for this role.  

In their application candidates should provide information and examples that 
demonstrate: 

 They can work in a mutually respectful, supportive way with colleagues and 
stakeholders 

 They have an understanding of the value of personalised support for 
individuals 

 IT literacy skills. Specifically, confidence in working with Excel, entering data, 
analysing and reporting and competence in MS Word and PowerPoint 

 Focus and attention to detail and accuracy 
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 Understanding of the importance of handling confidential data correctly and 
awareness of General Data Protection Regulation (GDPR) requirements 

 An excellent phone manner and written communication skills (SMS text, 
email) 

 Ability to plan and time manage workload to meet delivery dates 

 Using initiative, whilst recognising importance of appropriate collaboration 
and consultation with manager for significant adjustments to projects. 

Desirable  

 Awareness of Customer Relationship Management (CRM) systems or project 
management software (training will be given on Brain in Hand systems). 

 Confidence working with mobile technology, e.g.,smartphones and tablet 
devices, internet and wifi ,cloud-based software and Teams or Zoom   

 Professional or personal experience of communicating with people with 
anxiety, mental health difficulties, autism, Specific Learning Difficulties, 
Learning Disabilities, or brain injury 

 Some experience of working with assistive technology or an understanding 
of the potential that it has to change lives and to increase efficiency 

 An understanding of the impact hidden impairments may have on everyday 
living, confidence and independence 

 An understanding of support and funding available within health and social 
care, education or workplace would be an advantage, but is not essential. 

Additional 
Information 

This is a customer-facing role, engaging with vulnerable service users and their 
personal information.  Therefore, an Enhanced DBS check will be required prior 
to independent working. 

This is a remote based position but we are looking for someone within 
commuting distance of Exeter in the South West, as you will occasionally be 
required to attend meetings in our Exeter office. There may be occasions when 
you will be required to travel to other regions or nationally to support the team 
at events. 

 
 


