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Role Profile
Project Co-ordinator – Brain Injury Identity Card
	Team:
	Services Directorate 

	Reporting to:
	Justice Programme Manager

	Responsible for:
	Volunteer (administrative support)

	Location:

Salary:
Hours:
	Hybrid – home-based with a minimum of one full day per week in Headway’s Nottingham office
£25,750 (Full time equivalent for 35 hours per week)
22-28 hours available per week



	The role purpose

To coordinate and promote the Headway Brain Injury Identity Card, through the Headway network, community rehabilitation services and within the Justice system.

The postholder will manage all aspects of the application process, including verifying medical evidence, communicating with survivors, carers, professionals, the Headway network and ensuring accurate and timely dispatch of cards.

The role also includes raising awareness of the card, recruiting and mentoring a volunteer, providing cover for the Emergency Fund during absence, and ensuring a high-quality, survivor-centred service.

Given the digital nature of the systems used (Salesforce CRM, online applications, and Microsoft 365), the postholder must possess strong IT skills, confidence in data handling, and the ability to work efficiently within multiple digital platforms without close supervision.

This is a part-time position (22 -28 hours per week) with flexible working arrangements that can be adapted to the candidate’s personal commitments.




	[bookmark: _Hlk149574169]Overview of the Department/Team

Headway’s Services directorate provides direct services to brain injury survivors and their families through the nurse-led helpline; Emergency Fund; the Approved Provider quality scheme, training and the Solicitors Directory. 

Additionally, the Services directorate includes the Network Support Team, which works with the UK-wide network of local Headway charities and volunteer-led branches, which provide a range of services including rehabilitation, reablement and peer support to brain injury survivors.

	
The Justice Programme sits within he Services Directorate, which aims to improve awareness and understanding of brain injury across the criminal justice system and to ensure survivors receive appropriate recognition and support.

The Brain Injury Identity Card is a key service for Headway, both supporting service users from across Headway’s network and those within the criminal justice system. The card provides verified proof of brain injury to help survivors communicate effectively with police, probation, prison, healthcare professionals and in the wider community.

Team:

Justice Programme Manager
Volunteer
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Application Processing and Verification

· Manage online and paper Brain Injury Identity Card applications accurately and efficiently.
· Review medical documentation to verify eligibility, liaising directly with healthcare professionals, GPs, and neuro teams to confirm diagnosis.
· Communicate sensitively with survivors, carers, and staff to gather missing information and guide applicants through the process.
· Engage with professionals, including prison and probation staff, to support verification where appropriate.
· Liaise with the network of Headway charities and volunteer led branches, who support applicants apply for cards, ensuring they have relevant verification. 
· Maintain accurate and confidential digital records using Headway’s CRM (Salesforce) and ensure all data handling is compliant with GDPR.

Printing and Dispatch

· Attend the Nottingham office at least one full day per week to print, assemble, and post Brain Injury Identity Cards and associated letters.
· Perform final verification checks prior to dispatch, ensuring all data is correct and securely processed.
· Manage supplies of card stock, envelopes, and printing materials.

Communication and Support

· Respond promptly and professionally to all Brain Injury Identity Card-related queries via phone, email, or post.
· Provide guidance and reassurance to survivors, families, and professionals about eligibility, verification, or replacement requests.
· Signpost applicants to Headway’s wider services for further support or information.

Awareness and Promotion

· Support the Justice Programme Manager in raising awareness of the Brain Injury Identity Card among professionals, including police, prison, probation, and healthcare teams.
· Assist with distributing awareness materials, coordinating promotional efforts, and collaborating with Headway branches and partners.
· Contribute to campaigns and case studies that highlight the benefits and reach of the card.
· Work with the digital team to support the potential opportunity to digitise the ID card. 

Volunteer Mentoring

· Support the Justice Programme Manager with the recruitment and induction of a volunteer who can assist with administrative tasks such as data entry, follow-ups, or postal preparation.
· Provide day-to-day guidance, supervision, and encouragement once a volunteer is in place, ensuring they feel supported and confident in their role.
· Help the volunteer understand the purpose and process of the Brain Injury Identity Card, promoting accuracy, consistency, and alignment with Headway’s values.

Emergency Fund Cover

· Provide cover for the Headway Emergency Fund, a travel and accommodation support fund, during periods of leave or absence to ensure continuity of service and compliance with established criteria.

Reporting and Continuous Improvement

· Contribute to monthly reporting and data analysis for the Justice Programme Manager.
· Identify opportunities to improve efficiency, streamline communications, and enhance the applicant experience.

General Duties

· Being able to answer calls on the Headway Enquiries phoneline
· Uphold Headway’s values and contribute positively to team objectives.
· Undertake any reasonable tasks requested by Headway. 
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· Safeguarding –Safeguarding is at the heart of what we do and every member of staff has a duty ensure that they understand and follow safeguarding procedures to promote the welfare of our staff and service users. 
· H&S –We are an employer who is committed to Health and Safety and you will have a role to play ensuring that we continue to embed a health and safety culture. 
· GDPR – You will help ensure that we remain fully compliant of our obligations in respect of data. 
· Equal Opportunities is a key value of Headway UK. Every member of staff has a personal responsibility to ensure that they behave in an inclusive way and contribute to our diversity goals. 
· You are an Ambassador for Headway UK – We want all our staff, regardless of roles to be our Ambassadors, representing the charity and promoting the work we do. 





Person Specification 
Project Co-ordinator – Justice Programme (Brain Injury Identity Card)
	Criteria
	Essential/ Desirable 

	Assessment Method 
Application/ Interview 

	

	Qualifications

	

	Educated to A-Level or equivalent
	Essential
	Application

	Training in safeguarding and data protection
	Desirable
	Application / Interview

	

	Experience and Knowledge

	

	Administrative or project coordination experience
	Essential
	Application / Interview

	Experience handling sensitive or confidential information
	Essential
	Application / Interview

	Experience liaising with those with complex needs carers, and professionals (e.g. healthcare, police, probation, or prison staff)
	Essential
	Interview

	Experience mentoring or supporting volunteers
	Desirable
	Interview

	Knowledge of CRM systems (e.g. Salesforce)
	Desirable
	Application / Interview

	Understanding of brain injury, disability
	Desirable
	Application / Interview

	Understanding of the voluntary sector
	Desirable 
	Application / Interview

	

	Skills and Abilities

	

	Strong IT skills and confidence using digital systems (Microsoft 365, online platforms, CRM databases such as Salesforce)
	Essential
	Application / Interview

	Strong organisational and time management skills
	Essential
	Application / Interview

	Excellent written and verbal communication skills
	Essential
	Application / Interview

	High attention to detail and accuracy
	Essential
	Application / Interview

	Ability to prioritise workload and meet deadlines
	Essential
	Interview

	Ability to work independently and collaboratively
	Essential
	Interview

	Flexibility to adapt working hours around service needs and school hours
	Essential
	Interview

	

	Other 

	

	Demonstrate a clear understanding of safeguarding (adults at risk)
	Essential
	Interview

	Demonstrate a clear understanding of equality, diversity, and inclusion
	Essential
	Interview

	Demonstrate a clear understanding of GDPR and its day-to-day impact
	Essential
	Interview

	Demonstrate a clear understanding of health and safety
	Essential
	Interview

	Appropriate workstation and setup for home working
	Essential
	Application



Please note this role is subject to a Basic criminal records check. 
Role profile and person specification updated: November 2025 
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