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Recruitment Pack 

Community Involvement Officer – Enter and View 

This pack contains 

1. Information about Healthwatch Oxfordshire 

2. A diagram showing our staff structure 

3. A summary of our terms and conditions 

4. Details of how to apply 

5. The job description and person specification for this post 

 

1. About Healthwatch Oxfordshire (HWO) 

 

Who we are: 

• We are the county’s watchdog for health and social care 

• We find out what local people think is good and bad about health and 

social care in Oxfordshire and lobby for change on their behalf. 

• We use statutory powers and our media relationships to hold 

organisations to account for delivering change. 

• We signpost people to services. 

 

How we find out what local people think, we listen, and we hear through: 

• Enter and view 

• Outreach  

• Conferences with the voluntary sector 

• Regular meetings with our volunteers 

• Taking up issues on behalf of the public 

• Work with the media and wide range of local networks to raise our 

profile with the public so they bring us their stories 

• Work with the Oxfordshire Clinical Commission Group localities 

• Commissioned research  

• We raise awareness of HWO by various methods, this raises our profile 

with the public making them aware of who we are and what we do. 
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2. Our staff structure 

CIO = Community Involvement Officer 

3. Terms and conditions 

 

Holiday entitlement for full time staff is 28 days per annum, plus bank holidays, 

rising to 33 days after 5 years continuous service, with 3 days to be taken between 

Christmas and New Year. The holiday entitlement for part time staff is pro rata. 

This is a part time post (30 hours p/w). Exact hours and the working pattern will 

be agreed in negotiation with the successful candidate.  

Our normal office hours are between 9-5 Monday - Friday. Some occasional evening 

and weekend working is expected within this role, but time off in lieu (TOIL) 

arrangements are in place to compensate for this. 

All staff will be enrolled in a contributory pension scheme following successful 

completion of their probationary period, with an employer contribution of 5%. 

Listening

• Festivals

• Enter & View

• Hospital

• Streets

• Pop up

• Stalls

• Groups

• Organisations

• Markets

• Stories

• Towns

• Project

• Web site

Hearing

• Surveys

• Tell us

• Projects

• Web sites

Awareness

• Web site

• Twitter

• News

• Events

• Videos

• Projects

• Facebook

• Oxford Brookes
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4. How to apply 
 
Interested candidates are invited to call the Executive Director, Rosalind Pearce, 

for an informal chat about the post on 01865 520520. 

Applications should comprise a CV and a letter setting out clearly how you meet 

the person specification for the post, and should be received no later than 9am on 

Monday 24th February 2020. 

Post to: 

Carol Ball 

Business Manager 

Healthwatch Oxfordshire 

The Old Dairy 

High Cogges Farm 

High Cogges 

Witney 

OX29 6UN 

 

Or email to: 

carol.ball@healthwatchoxfordshire.co.uk  

Shortlisting is expected to take place that week, and interviews will be held on 

Monday 3rd March 2020. The interview panel will comprise the Executive Director 

and at least one Healthwatch Oxfordshire Board member. 

To find out more about us please go to www.healthwatchoxfordshire.co.uk 

5. Job Description and Person Specification 

Post:    Community Involvement Officer – Enter & View Programme 

Pay:    £28,633 p/a pro rata plus pension 

Hours:   30p/w (working pattern subject to negotiation) 

Responsible to:  Executive Director 

Primary job function 

To build on our successful programme of Enter & View activity, and to recruit and 

train and support volunteers and lay people. 

 

Enter and View is a visit to a health or social care setting that lasts approximately 

three to four hours which allows us to make observations of the environment and 

staff / patient interactions as well as talk with service users, staff and relatives. 

mailto:carol.ball@healthwatchoxfordshire.co.uk
http://www.healthwatchoxfordshire.co.uk/
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Under the Local Government and Public Involvement in Health Act 2007, providers 

of health and care have a duty to allow access to Healthwatch Authorised 

Representatives to carry out Enter and View activities. 

This duty applies to services receiving public funds, such as hospitals, GP Surgeries 

and care homes. It is an opportunity for us to highlight areas of good practice and 

make recommendations for improvements based on the feedback of people who 

use and work in these services. 

Enter and View visits are not inspections, however, we do write reports following 

our visits and give the provider an opportunity to contribute to these reports. 

Completed reports are published on our website and shared with the Care Quality 

Commission. 

Key responsibilities 

 

1. Develop and deliver a programme of Enter & View visits, draft reports, and 

monitor implementation of recommendations. 

2. Recruit, train, and support Healthwatch Oxfordshire (HWO) volunteers, 

ensuring they are deployed effectively to gather and feedback the views of the 

general public on an ongoing basis, across the county. 

3. Support the involvement of lay people in the work of the Oxfordshire County 

Council Health Improvement Board and Children’s Trust Board. 

 

The person 

• You enjoy talking and listening to people with the ability to quickly build 

effective working relationships and good rapport, with people from all walks 

of life. 

• You can communicate (written and verbal) complex positions in a clear and 

concise way. 

• You are an experienced user of Microsoft Office packages and will grasp 

quickly how to use our databases. 

• You can analyse data – both quantitative and qualitative – and produce and 

present accurate, well written papers and reports. 

• You have experience of working with, recruiting and supporting volunteers. 

• You can work collaboratively as part of a team – supporting others to deliver 

various Healthwatch Oxfordshire activities. 

 

Requirements of all HWO staff 
 

a) Support the Executive Director as required. 

b) Attend meetings that require a member of HWO staff to be present. 

c) Maintain up to date knowledge of health and social care systems and 

structures in Oxfordshire. 
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d) A good working knowledge of Microsoft Office software including Word and 

Excel. 

e) Contribute to the development of Healthwatch Oxfordshire through 

suggestions for ongoing improvement. 

f) Adopt a professional and friendly approach in understanding and responding 

to customers’ needs. 

g) Receive and respond to calls from members of the public to the office 

seeking information and advice in respect of health and social care services. 

h) Comply with all policies and procedures and work according to best practice 

principles regarding equal opportunities, safeguarding and health and 

safety.  

i) Comply with our GDPR and Confidentiality Policy at all times. 

j) Abide by Healthwatch Oxfordshire’s values and principles and adhere to its 

equal opportunity and other policies and procedures. 

k) Undertake training as required to meet the requirements of the job 

description.  

l) To work as part of a small team, on own initiative, and develop and 

maintain close working relationships with colleagues and partners. 

m) Be entitled to work in the UK, be willing to work flexible hours, including 

occasional Saturdays and evenings, and travel from time to time across and 

outside the county. 

n) Naturally organised and efficient. 

o) Carry out any other reasonable duties within the overall purpose of the 

post. 

p) Acquire a satisfactory DBS check. 

q) Full driving licence and access to a vehicle. 

 

This job description is not intended to be an exhaustive list but to indicate the 

main responsibilities of the post.  The post holder will also be expected to carry 

out other activities that may reasonably be requested.  It will be reviewed 

periodically to take into account changes and developments in service 

requirement. 

 

 


