FLOURISH HOUSE LIMITED

JOB DESCRIPTION 
POST:



Project Worker
GRADE:


£20,993
ANNUAL LEAVE: 

25 days plus 12 public holidays

RESPONSIBLE TO:

Programme Manager
ACCOUNTABLE TO:

Chief Executive
GENERAL SUMMARY:

Flourish House promotes recovery and opportunity for people living with severe and enduring mental illness. Our organization uses a Clubhouse Model approach alongside Social Enterprise to provide a range of positive opportunities designed to assist Members to lead hopeful, meaningful and satisfying lives. 

The principle responsibility of the post holder will be to encourage, support and engage Clubhouse Members in all aspects of the Business and Administration work needed to operate Flourish House successfully. This includes financial & personnel activity, coordinating rotas, planning social events, updating social media, producing newsletters and effective record keeping.  

At all times the post holder will be expected to work in partnership with Members of Flourish House and within the spirit and values of the Clubhouse Model. In addition, all clubhouse colleagues have a generalist role and are expected to engage in all aspects of Clubhouse operations.
MAIN RESPONSIBILITIES:

To organise and plan the work of the Business and Admin Unit in such a way that promotes Member involvement. To encourage and support Clubhouse Members to participate in the tasks of the Unit on a day to day basis.  

To promote a team identity and culture within the Business and Admin Unit, encouraging Members to develop their skill and confidence and ensure their contributions are acknowledged and valued.   

To work with the Programme Manager to set out the goals for the Unit and implement agreed plans. 
To be committed to working within the Standards of Clubhouse International and the philosophy of the Clubhouse Model
SPECIFIC DUTIES:

Finance and Admin: Carry out duties related to petty cash, online bank payments and invoicing. Manage the Flourish House staff calendar and rotas; update staff records including time sheets and calendar entries; organise and promote Clubhouse social events; regular stock checks and ordering. 
Communications; Maintain effective communications using various platforms available within the Clubhouse, ensuring information is coordinated and shared across the staff and Member colleagues; monitor and distribute communications received via email and website. To lead the collaborative creation of our bi-monthly magazine, the Flourish Times. 
PR and Media: Promote the vision of Flourish House to the wider public through various social media, the Flourish House Website and in-house created content (i.e. videos, photos, audio).

General: Follow all policies and procedures as detailed in the Company Policies and Procedures booklet. To manage your work in an open and inclusive way that enables Members to share in planning and development and ensure Members have the opportunity to be fully involved in Clubhouse activities. 

ADDITIONAL DUTIES

To provide support and guidance to Clubhouse Members, enabling them to resolve issues which may include finance, health, housing and welfare; and to support Members to identify ways to address issues including signposting to appropriate support organisations. 

To support Clubhouse Members to identify and make progress towards goals that support mental health recovery, in particular in the areas of vocational activity, education and paid employment. To act as Placement Manager for Members engaged in Transitional Employment. 

To make a positive contribution to the Clubhouse environment ensuring that Flourish House is friendly, welcoming and vibrant at all times. 

To track activity and monitor progress towards outcomes, ensuring evidence is consistently gathered that can be used to inform evaluations and make future funding applications. 

To attend and make constructive contributions to general and team meetings and participate in the general work rotas within the House.

To contribute to the Social and Wellbeing programmes in Flourish House including organising and participating events which will include some evening, weekend and public holiday work on a rota basis.

To undertake other duties which are appropriate with your grade and agreed in advance with your line manager

FLOURISH HOUSE LIMITED

PERSON SPECIFICATION

PROJECT WORKER (Business and Admin)

Qualifications;
Desirable:

Qualification in Social work, Mental Health Nursing, Occupational Therapy, Community Development or other relevant Social Care qualification

Current driving licence

Experience;

Essential:

Experience in working positively with people living with mental illness or with groups that are traditionally regarded as vulnerable and isolated
Desirable: 

Previous experience of administration, office work, office financial systems
Knowledge and Skills;

Essential:

An understanding of the issues affecting people with mental health problems particularly in relation to social exclusion 

Ability to provide quality support to people affected by long term mental health issues 

Excellent IT skills
Good interpersonal and communication skills

Good organisational skills

Good team working skills

Effective time management skills

Adaptable to change
An understanding of equal opportunities and commitment to anti-discriminatory practice.

Qualities and Attributes;

Essential;

Able to manage own personal stress working in an environment where there can be persistent physical demands and emotional circumstances 
Socially motivated with a passion and commitment to inclusive practice and a belief and determination for others to succeed.
Patient, empathetic and understanding

Demonstrate an openness to different methodologies and willingness to learn
