
 

 
Originally launched in 2015 as a brand new initiative from Bristol Green Capital Partnership, Healthy City Week is 
a week-long programme that aims to inspire citizens of Bristol to achieve healthier lifestyles as part of a more 
sustainable future city. Bristol Green Capital Partnership CIC is now seeking an experienced Project Coordinator 
on a freelance, fixed-term basis to support the planning and delivery of Healthy City Week 2016.  
 
Working closely with a small staff team at Bristol Green Capital Partnership Community Interest Company and a 
Healthy City Week Steering Group, this key role will proactively maximise participation in the programme across 
the city and act as the central point of contact for programme contributors and venues on all operational 
elements of the programme.  
 
A highly organised and dynamic approach will be required to manage a very varied workload; to make contact 
with and provide ongoing advice and support to programme contributors; to work with all partners and 
stakeholders to encourage collaboration and enable impactful and unique events; and to engage new and 
diverse communities as contributors and attendees of Healthy City Week 2016.      
 
Responsibilities 
 

 Attend and minute Steering Group meetings 

 Identify and make contact with potential programme contributors to the Healthy City Week programme 
- utilising existing sustainability and healthcare networks in Bristol  

 Work with the Operations Manager and Healthy City Week supporters to amplify the call to action to 
different communities in Bristol, increasing participation in the event across the city 

 Respond to all enquiries and help new or potential contributors with locating venues for events; provide 
advice and guidance on timings, format and venue to help event contributors to get the most out of their 
event for attendees 

 Help to organise open meetings with Healthy City Week contributors and supporters to help to make 
connections and enable collaborations wherever possible  

 Liaise with contributors as they plan and confirm their events or activities for the week – providing 
advice and guidance in relation to communications, accessibility & inclusivity 

 Manage the database and ensure regular updates and communications with programme contributors 

 Work with the Operations Manager to report on Healthy City Week to the Board of BGCP CIC and all 
supporters and stakeholders  

 Work with the Operations Manager and Healthy City Week Steering Group to help coordinate two 
flagship events for the Healthy City Week programme (to be delivered by BGCP CIC) 

 Establish deadlines and collate all programme information from contributors - uploading events to the 
BGCP online calendar and organising the design, print and distribution of printed programmes  

 Assist with marketing and communications – using social media, local press and media, and the BGCP 
website to share content and programme information. 

 Coordinate effective documentation of Healthy City Week 

 Ensure feedback from attendees and contributors is captured and reported on in the week following 
Healthy City Week 

 Provide general event support during the week 15th – 22nd October, particularly for a small number of 
events organised by Bristol Green Capital Partnership CIC 



 

Person Specification 
 
The Project Coordinator will: 
 

 Be able to demonstrate strong written and verbal communication skills 

 Have relevant experience in project coordination  

 Have a highly organised approach  

 Have a strong understanding of all elements of event organisation in order to provide advice and 
guidance to contributors – including operations and communications, accessibility and inclusion  

 Be comfortable working across voluntary & community, public, business and third sectors and be 
confident in presenting to audiences in a range of settings  

 Have a good knowledge of marketing and PR 

 Have experience in using social media – particularly Twitter and Facebook 

 Have strong administration and IT skills, with experience of managing and maintaining databases 

 Have experience of using Mailchimp and Wordpress Content Management System – or equivalent 
programmes  

 Understand and feel confident in translating into practice the values and vision of Healthy City Week to a 
range of audiences – in written and verbal communications 

 Have a good knowledge of the environmental and/or healthcare sectors in Bristol  

 Be highly proactive and responsive to enable new opportunities and collaborations to emerge 

 Have experience in community outreach and be able to demonstrate the ability to use a range of 
approaches to communicate with audiences and enable active participation with projects / initiatives  

 
About the post 
 
This post requires a flexible approach to working patterns – the post is estimated at 2 days a week but this will 
need to include flexibility to attend meetings and events (occasionally out of Mon – Fri, 9 – 5 working hours) and 
availability to work more days during Healthy City Week. 
 
The post will not offer a set working location, so the post holder must be able to work independently. 
 
How to Apply  
 
Send a CV and covering letter to contact@bristolgreencapital.org by midday on Wednesday 8th June 2016 
 
Please note – applications from companies or organisations to deliver the coordination responsibilities described 
above will be accepted.   
 
Appointment will be made after a process of shortlisting and interview. Interviews will be held week 
commencing 22nd June 2016. Shortlisted candidates will be contacted on 8th June 2016. 
 
Candidates must be available to start in post week commencing 27th June and be able to attend a meeting on 
30th June 2016.  
 
For any questions, contact Vicki Woolley, Bristol Green Capital Partnership CIC Operations Manager on 07957 
628223 
 
Please note that we will not be able to offer feedback on applications to candidates who have not been 
shortlisted. 
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Background 
 
The concept of a ‘Healthy City Week’ emerged from Bristol Green Capital Partnership’s Health and Wellbeing 
Group as an opportunity to showcase local sustainability and healthcare initiatives during Bristol’s year as 
European Green Capital.  
 
With the support of Bristol Health Partners and in-kind support of a range of local organisations, Bristol Green 
Capital Partnership CIC worked with partners to bring this concept to life as ‘Healthy City Week - 10th to 18th 
October 2015.  
 
Working in collaboration with the health and wellbeing group, and through the Partnership’s network of 
members and networks, the programme was created through an open submission process.  
 
Across the 10 days, over 100 events across Bristol received over 3,000 attendances – a concentration of health 
and wellbeing events included seminars, talks, taster sessions and workshops. 99 local organisations engaged 
with the week (ie. by hosting an event themselves or contributing to an event as a speaker, panellist or stall 
holder).  
 
The hashtag #HealthyBristol was used over 2,000 times by over 550 Twitter accounts in a fortnight alone, 
reaching potentially over 2 million accounts. 
 
Here’s what some attendees had to say: 
 
 
 
 
 
 
 
 
 
 
Aims of Healthy City Week 
 
In line with the Partnership’s vision of a low carbon city with a high quality of life for all, the week aims to 
actively promote how sustainable living and personal health and happiness are related, and how contributing to 
improvements in the global environment can make one healthier and happier and vice versa.  
 
It aims to inspire citizens of Bristol to achieve healthier lifestyles as part of a more sustainable future city – by 
showcasing and encouraging participation in the many innovative, grassroots projects in health & wellbeing in 
the city that demonstrate why Bristol is a leader in creating healthy & happy cities.  
 
Healthy City Week will provide individuals and organisations across Bristol the opportunity to promote and 
exchange knowledge about a variety of ways to achieve wellbeing in a sustainable city, and to highlight existing 
projects and initiatives in the area. It will seek to engage with the healthcare and sustainability communities, 
explore and promote collective and collaborative action to current issues and challenges, and create long-lasting 
relationships across the sectors.  
 
Building on the foundations of the Partnership’s Health and Wellbeing Action Group, Healthy City Week also 
aims to continue the strong culture of mutual support and exchange – we will work with programme 
contributors, welcome new organisations and develop a community of organisations who can share ideas, 
identify opportunities for collaboration and build lasting relationships.  
 
 
 

“Professionally I feel 

more positive that 

constructive change can 

and is happening. 

Through the event I was 

able to meet other 

professionals which has 

opened up further 

collaboration” 

“The week helped 

me realise how 

organisations and 

people are willing 

to work together 

for positive 

outputs.”  

“Great to see so many 

people engaged in 

discussion around health 

and thinking of it from 

different examples, for 

example, sustainable 

environment, connecting 

with nature, physical 

activity and bringing ideas 

together”  

“A fantastic 

opportunity to 

gain awareness of 

the local health 

and wellbeing 

initiatives in 

Bristol”  



 

Programme 
 
The HCW programme will be inclusive and open to events and activities from organisations (within and beyond 
the Bristol Green Capital Partnership network) that align with the Healthy City Week vision of a sustainable 
future Bristol where: 
   

I. All residents enjoy a physical and natural environment that sustains health and well-being 
II. There is a social culture which values well-being and personal and community resilience 
III. A spectrum of public, third sector and commercial organisations work for well-being 
IV. Integrated health services champion preventative medicine and whole person care 
V. Health services provide equitable and effective treatment for illnesses as they arise 
VI. The health sector is managing its resources to minimise its environmental impact 
VII. There is a below-average gap in life-expectancy between high and low income groups 

 
Find more information at http://bristolgreencapital.org/healthy-city-week-2016-15th-22nd-october-2016/  

http://bristolgreencapital.org/healthy-city-week-2016-15th-22nd-october-2016/

