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Croydon BME Forum
56a Mitcham Road,
Croydon
CR0 3RG
Email: recruitment@bmeforum.org




Dear Applicant,

Re: Application for post of Community Health Engagement Officer (Vaccination Programme) 


Thank you for your interest in the above post.  

Please find enclosed an application pack, which should be completed and returned by email or post, no later than 5pm on Friday 31st July 2026. 

If you have any queries about the post, you are welcome to contact me on the email address below.

We look forward to receiving your completed application form.

Yours respectfully 




	Administrator & PA to the CEO
Application Information



CLOSING DATE

The closing date for return of completed applications is 5pm Friday the 31st July 2026.

Your application should be returned by email to: recruitment@bmeforum.org
 
RETURN OF APPLICATION

If you would like to be considered for these posts, please apply by sending the following: 
· Completed Application Form 

To avoid any delay in your application being processed, please ensure you have signed the Application Form (Section G: Declaration).  If you are not able to sign the form electronically, we will accept your email as provisional signature, but we will require you to sign the form when you attend the interview and provide proof of your signature.  

Acknowledgement of Applications

We will acknowledge receipt of your application. Following this, if you do not hear from us within two weeks after the closing date, please assume you have not been successful.  

Interview Details

Please note there will be two parts to the interview process:

1. A Presentation: we would like you to give a 15-minute PowerPoint presentation at the start of the interview. The subject for the presentation will be given to you if you are invited to interview.  

2. Face to face interview: by a panel comprising 3 people: The Chief Executive of Croydon BME Forum, and two Trustees from BME Forum. We expect this part of the interview to last for approximately 45 minutes.
 
The interviews will be held at 56a Mitcham Road, Croydon CR0 3RG 

Interview Documentation

Candidates invited to interview will be required to provide proof of eligibility for employment (for example a document which confirms your NI number).

COMPLETION OF YOUR APPLICATION FORM

Please clearly state where you saw the post advertised.

Applicant Details

Insert all the relevant information including any contact details.

Qualifications and Training

Include all your qualifications, training and memberships of any professional or trade body in this section.





Employment History


Please include details of your current / most recent employment, plus full previous employment history. Please account for any gaps in your employment history.

Absence from Work

Include all absences from work due to sickness in this section.

Experience and Skills

Take each of the requirements on the person specification and, in the order that they are given, describe how you meet the requirement based on your knowledge, experience or skills (and attitudes).  Do not give too much detail but make sure you fully address the requirement. You may wish to draw on experience from paid or voluntary work or personal experience.

The person specification plays an essential part in all stages of the selection process.  It determines whether you will be short-listed for an interview, and it acts as the basis for the interview itself.

We will be looking for evidence that you meet requirements for the job. The candidates who meet the essential criteria and have the closest match to the overall requirements will be short-listed for interview.

Criminal Records Bureau & Rehabilitation of Offenders Act 1974

This post may involve direct contact with children and/or vulnerable adults; therefore, you will be required to complete a Criminal Records Bureau disclosure form before we can confirm your employment and start date. For the purposes of this check, you will be required to disclose all convictions including those that may otherwise be considered ‘spent’ under the terms of the Rehabilitation of Offenders Act 1974. Please note that the receipt of a form showing previous convictions/cautions /warnings will not automatically exclude someone from becoming a member of staff at Croydon BME Forum. Previous criminal records will be considered in relation to their relevance to the work applied for, the circumstances of the offence and the length of time elapsed since the offence.

References

Croydon BME Forum is required to contact your present or most recent employer to obtain references before we can confirm your employment and start date and will take up references for a full 2-year period prior to your employment.







	JOB DESCRIPTION




Job Title: 		Community Health Engagement Officer (Vaccination Programme)
Location: 		56a Mitcham Road, Croydon CR0 3RG with regular travel across South London including Croydon, Merton, Wandsworth, Southwark, and other boroughs as required. 
Reports to: 		Project Manager/ Chief Executive Officer (CEO)
Salary: 		£15.00 per hour (£16,380 per annum pro rata)
Hours:			21 Hours per week (3 days per week)
Contract length: 	Fixed term (subject to project funding) 

About Croydon BME Forum

Croydon BME Forum is a leading organisation representing and empowering Black and Minority Ethnic communities in Croydon. We improve health, well-being, and social equity by advocating BME needs, providing services, and fostering community cohesion. We collaborate with local authorities, healthcare providers, and voluntary sector organisations to ensure culturally appropriate support for diverse communities.


About the Programme
Croydon BME Forum delivers NHS-funded Community Vaccination Outreach Programmes designed to improve vaccination uptake amongst communities experiencing lower levels of immunisation.
Working alongside community leaders, faith organisations, schools, GP practices, Family Hubs, health visitors and NHS partners, the programme aims to build trust, improve vaccine confidence and provide residents with accurate, culturally appropriate health information.
The programme supports a range of NHS vaccination campaigns including childhood immunisations, adolescent vaccinations, seasonal vaccination programmes and future NHS immunisation initiatives.

Programme Outcomes
The Community Vaccination Outreach Programme aims to:
· Reduce health inequalities by improving vaccination uptake within underserved communities. 
· Increase uptake of childhood, adolescent and adult immunisation programmes. 
· Improve vaccine confidence through culturally appropriate community engagement. 
· Improve access to accurate, evidence-based health information. 
· Support Black African, Black Caribbean and Asian communities, including underserved communities such as the Somali community. 
· Build sustainable community-led health promotion models. 
· Strengthen partnerships between local communities and NHS services. 
· Collect community insight to inform future public health programmes. 

Purpose of the Role
The Community Health Engagement Officer will play a key role in delivering NHS-funded vaccination outreach programmes across South West London.
Working alongside NHS colleagues and community partners, the postholder will engage directly with residents, community leaders, faith organisations and voluntary sector organisations to improve awareness, confidence and uptake of NHS vaccination programmes.
The successful candidate will help reduce health inequalities by delivering culturally appropriate health promotion activities, supporting community engagement events, providing accurate health information and strengthening relationships between local communities and NHS services.

Key Responsibilities
Community Engagement and Outreach
· Deliver targeted community outreach activities across South West London. 
· Build and maintain strong relationships with community leaders, faith organisations and voluntary sector partners. 
· Engage with Black African, Black Caribbean, Asian and other underserved communities. 
· Deliver presentations, workshops and awareness sessions within trusted community settings. 
· Work with churches, mosques, temples, community centres and local organisations to improve vaccine confidence. 
· Support community leaders to become trusted vaccination ambassadors. 
· Engage communities experiencing lower vaccination uptake, including harder-to-reach populations. 
· Encourage informed decision-making through culturally appropriate conversations. 

Health Promotion
Support the delivery of NHS vaccination programmes including:
· Childhood Immunisations (Under 5s) 
· HPV Vaccination Programme 
· Seasonal Flu Vaccinations 
· COVID-19 Vaccination 
· Catch-up Vaccination Campaigns 
· RSV, Shingles and other adult immunisation programmes 
· Future NHS vaccination campaigns 
Responsibilities include:
· Raising awareness of childhood vaccinations. 
· Promoting HPV vaccination amongst adolescents and young people. 
· Explaining the benefits and safety of vaccination. 
· Addressing myths and misinformation. 
· Signposting residents to local vaccination services. 

Community Events
· Plan, organise and attend community engagement events. 
· Deliver health promotion activities in trusted community venues. 
· Support vaccination awareness campaigns. 
· Recruit and support Community Vaccination Champions. 
· Represent Croydon BME Forum at local community events and NHS initiatives. 
· Promote wider health improvement initiatives where appropriate. 
· Plan, organise and attend Zoom and Teams Meetings

Partnership Working
· Work collaboratively with GP Practices, Primary Care Networks, Family Hubs, Health Visitors and schools. 
· Develop strong partnerships with community organisations and faith groups. 
· Work closely with the NHS South West London Immunisation Team. 
· Attend partnership meetings as required. 
· Ensure all health information shared reflects current NHS guidance. 

Monitoring and Reporting
· Maintain accurate records of engagement activities. 
· Record attendance and outcomes from community events. 
· Collect feedback and case studies. 
· Produce monitoring reports against agreed KPIs. 
· Maintain accurate project databases. 
· Support evaluation of programme impact. 

General Responsibilities
· Work flexibly across South West London. 
· Maintain confidentiality and comply with GDPR. 
· Follow safeguarding procedures at all times. 
· Promote equality, diversity and inclusion. 
· Work in accordance with Croydon BME Forum policies and procedures. 
· Undertake any other duties appropriate to the role. 

Person Specification
Essential
· Experience of community engagement, outreach or health promotion. 
· Excellent communication and interpersonal skills. 
· Ability to build relationships with diverse communities. 
· Experience working with community organisations or voluntary groups. 
· Ability to work independently and as part of a team. 
· Good organisational and administrative skills. 
· Good IT skills, including Microsoft Office. 
· Experience maintaining accurate records. 
· Understanding of equality, diversity and inclusion. 
· Understanding of confidentiality and GDPR. 
· Willingness to work occasional evenings and weekends. 

Desirable
· Experience working within public health or the NHS. 
· Experience of vaccination or immunisation programmes. 
· Knowledge of health inequalities affecting Black African, Black Caribbean and Asian communities. 
· Experience working with faith organisations and community leaders. 
· Understanding of childhood immunisation and HPV vaccination programmes. 
· Experience delivering presentations and group workshops. 
· Knowledge of NHS services and referral pathways. 
· Ability to speak a community language relevant to South West London's diverse communities. 
Values and Behaviours
The successful candidate will demonstrate:
· Respect 
· Integrity 
· Compassion 
· Professionalism 
· Inclusivity 
· Partnership working 
· Accountability 
· Commitment to reducing health inequalities 










	CROYDON BME FORUM 

APPLICATION FORM

Please answer all questions clearly and, if not typed, in black ink as this form will be photocopied.  You are assured that all details on this form will be treated in strictest confidence.  Please do not send CVs.






	Position Applied for: _________________________________________________________________

SECTION A: PERSONAL DETAILS

Title:
Names:
Surname:

Address:
Postcode:

Telephone:                                                    

Email address:





	
SECTION B: EMPLOYMENT
Please tell us about your employment history starting with your current or most recent employment


	Name of Employer

	

	Address


	

	Job Title 

	

	Summary of Duties


	

	Period of Employment

	

	Reason for Leaving

	

	Current or most recent pay

	



	Name of Employer

	

	Address


	

	Job Title 

	

	Summary of Duties


	

	Period of Employment

	

	Reason for Leaving

	



	Name of Employer

	

	Address


	

	Job Title 

	

	Summary of Duties


	

	Period of Employment

	

	Reason for Leaving

	



	
SECTION C: EDUCATION, QUALIFICATIONS AND TRAINING


	Education


	Dates

	School / College / University attended
	Qualifications Obtained
(Please state name of examining board)

	From:
	To:
	
	

	
	
	
	

















	Professional Qualifications


	Dates

	Qualifications
(Please state name of examining board)
	Course Details

	
	
	
	

	

	
	
	











	Relevant Training
(Please list dates, examining or organising board)


	

























	
SECTION D: KNOWLEDGE & EXPERIENCE / SKILLS & ABILITIES

Please tell us why you think you are suitable for this post.  Applicants should refer to the job description and person specification for this post before completing this section.  Please provide as much information regarding your skills, knowledge and experience to enable us to assess your suitability for the post.  Only applicants who meet all the essential criteria will be shortlisted.  (Please continue a separate sheet if necessary) 


	






















































	
SECTION E: OTHER DETAILS


	Convictions

Please give details of any convictions that you have including those that would otherwise be considered ‘spent’ under the Rehabilitation Offenders Act 1974 

	



	

	Transport


	
Do you have a current driver’s licence?                                 Yes                         No


	Conflict of Interest


	
Do you have any business and/or interest that might conflict with the duties of this post?

If yes, pls give details.


	
SECTION E: REFERENCES

We will take up employment references from your current or most recent employer.  Please provide the employer’s name and address, and the name of the person authorized to give the reference.  Please also give the name and address of another person willing to provide a reference.  This could be another employer or someone who knows you very well.  Please note that references from friends or relatives will not be accepted.  


	
Name:

Position:

Address:

Telephone:
	
Name:

Position:

Address:

Telephone:


	If you are shortlisted, we would like to approach referees before your interview. Please indicate below whether or not we may write to referees prior to interview:

 Referee 1:     YES / NO                                         Referee 2:       YES / NO




	
SECTION G: DECLARATION


	
I declare that the information given in this form is complete and accurate. I understand that any false information or deliberate omissions will disqualify me from employment or may render me liable to summary dismissal. I understand these details will be held in confidence by the Organisation, in compliance with data protection legislation and as set out in the Organisation’s Applicant Privacy Notice. I undertake to notify the Organisation immediately of any changes to the above details.

SIGNED:                                                                    DATE:  
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