
 

 

Job Title: Centre Liaison 

Location, Peter O’Sullevan House  

Salary: £34,000 per annum  

Benefits include: 

• Auto enrol pension 

• Optional private medical  

• 22 days leave plus bank holidays 

Responsible to: Head of Operations and Centre Manager 

Key relationships: 

• Welfare team 

• Beneficiaries 

• Centre Managers 

• Clinical teams 

• Community engagement 

Personal Traits: 

• Engaging and supportive 

• Approachable and trustworthy 

• Confident manner with friendly, outgoing disposition 

• Caring and understanding 

• Professional and helpful 

• Collaborative team player but able to work alone and use own initiative 

• Self-motivated and managed  

• Outcomes and solutions oriented  

• Tactful and discreet 

• Able to resolve conflict 

Additional skills: 

• IT and digitally competent and excellent MS Office and Outlook skills 

• Good knowledge of social media platforms 

• Excellent administration and organisational skills  

• Exceptional ability to prioritise tasks 

• Energy to mobilise change and increase Centre activities and engagement with wider 

community  

• Ability to build team networks 



• Good event organisation and event management skills  

• Sound knowledge of GDPR principles 

• Enjoy working in a busy, customer facing environment 

• Good knowledge of horse racing industry 

 

Place of work: 

Your place of work will be Peter O’Sullevan House, Newmarket but you will also be required to travel 

when necessary.  

Time commitment: 09h00 – 17h00 Monday to Friday and a rota system for weekends for 

Racecourse cover (I weekend in 10). 

Additionally, if required, attend key industry or organisation events, open days, racecourses. Assist 

with seasonal selling of charity’s products. 

Training: 

• Safeguarding 

• Welfare 

• Mental Health 

• Benefits 

• Financial assistance 

Requirements:  

• Will be DBS checked (enhanced) 

• UK passport or legally allowed to work in the UK 

• A full UK driving licence 

• Computer literate  

Main duties and responsibilities: 

The IJF is here to provide immediate help and support, short or long term financial assistance and 
access to rehabilitation. We are there to help those in need and all actual or potential beneficiaries 
must recognise that whether or not we can help, and the extent of that help, will be at the discretion 
of the IJF acting in accordance with the Trust Deed, our Charitable Objects and those guidelines. 
 
As a charity, we are monitored closely by both the Charity Commission and the Financial Conduct 
Authority and our independent Board of Trustees take their governance responsibilities extremely 
seriously. 

 
Your role as Centre Liaison is to help a beneficiary by assessing the concern and working with 
them to find the best solution, with the aim of aiding the beneficiary to, in time, be able to help 
themselves. The type of cases encountered in your role will vary enormously and being an 
empathetic, proactive problem solver is essential in this role. Often simply listening 
sympathetically to the beneficiary may be all that is needed.  

 
We are looking for applicants who have a good knowledge of the racing industry and strong 

administrative and customer facing skills or have broad experience in working in a welfare setting, 

which might include youth and community work, social work, education or healthcare. 



 

You will provide an independent, confidential and sensitive welfare service, supporting injured 

jockeys and their families on a case by case basis. This will include working closely with the clinical 

and Centre teams post physical injury, helping jockeys with mental wellbeing, assisting them to find 

solutions to personal, financial and practical issues, or using your judgement to signpost them to 

other support agencies where appropriate. You’ll be a natural problem solver and be able to relate 

to people from all backgrounds with warmth and compassion to build our beneficiaries’ confidence. 

Much of your work will be conducted by face to face meetings with beneficiaries by encouraging 

them to come in to the Centre. Additionally, those located within a 20 mile radius of the Centre may 

be supported via face to face meetings, virtual calls or phone calls. 

  

You will ensure that comprehensive information is gathered and recorded at application stage and 

that a robust assessment process is in place to support the decision of the grant allocations to 

injured jockeys. You will also be responsible for the record-keeping of all grants made and producing 

reports to identify the impact assessment of said grants. You will be detail-oriented and have a good 

working knowledge of Microsoft Office programmes with basic financial literacy skills. 

 

Working with the wider teams you will provide a vibrant, engaging programme of events for 

beneficiaries to access at Peter O’Sullevan House. This will require working closely and 

collaboratively with the Centre Manager and team to deliver a great experience for our 

beneficiaries. An ability to manage a positive, interactive volunteer group to assist you with this 

endeavour would be a desired skill. Creative thinking of new and informative ways to engage with a 

wide demographic of beneficiaries is required. 

 

You will work closely with the BRS and NHC to conduct mental wellbeing assessments for apprentice 

jockeys applying for their licence and to support them through this process. You will also need to 

demonstrate flexibility to react quickly in moments of crisis, have proven excellent written and 

verbal communication skills with first-rate time-management, planning and prioritisation abilities. 

 

Reception cover and ad hoc duties outside of the normal daily/weekly routines will also form part of 

your role. This role will be varied and exciting, as it is responsible for new areas of service delivery 

for the IJF where you will be viewed as the pivotal team player who drives this success and activity.    

 

Centre Liaison Summary: 

• Works as part of a team with the Centre to provide holistic care for beneficiaries 

• Responsible for pastoral care of beneficiaries 

• Assesses on going immediate and future needs of beneficiaries 

• Offers a confidential service  

• Conducts initial assessments with beneficiaries 

• Completes all I&Es where necessary 

• Liaison between clinical, rehab, mental health, centre and almoner teams 

• Runs onsite programme of events for beneficiaries 



• Meets beneficiaries face to face primarily at Centres but at their homes when this is the only 

possible location  

• Manages a vibrant visitors scheme for their geographical area 

• Coordinates diary, uploads all info on relevant systems  

• Compiles case reports when necessary for Board meetings 

•  

About our team 

You will join a Welfare team of 6 whilst working closely with the local Clinical and wider Centre 
teams. They have a wealth of experience and knowledge. We don’t just love to support our 
beneficiaries, we’re there for each other too. We all have different roles and personalities but 
complement each other. We’re all learning, constantly developing the service we offer and looking 
for best practice, continuous improvement and encourage all team members to influence the way 
we work.  
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