[image: A picture containing drawing

Description automatically generated]Job Description


Job title:			Mental Health Co-Ordinator 

Location:	The Health Agency located at Wester Hailes Healthy Living Centre 
	
Responsible to:	           Services Manager

Hours:	                      16 Hours per week (subject to review) Wednesday & Thursday 10am – 6pm

Contract:	Permanent 

Salary:	£25,900 - £28,900 per annum 
(pro-rata; plus 3% contribution to pension scheme

[bookmark: _Hlk78884961]Closing date:	12:00 noon on Friday 26th  May 2023.


MAIN DUTIES & RESPONSIBILITIES

· Collaborate with the Services Manager to ensure the service meets its objectives.
· Provide support to a team of mental health practitioners providing therapeutic, emotional and practical support.
· Work collaboratively with statutory services such as NHS specialist mental health services and GP’s, to ensure that joined-up, holistic support is offered to families. 
· Provide practical support and supervision to Practitioners. 
· To develop relationships with academic institutions and promote The Health Agency as a placement provider to trainees looking to carry out clinical hours as part of their course.
· Perform all necessary functions of a placement provider, including completing placement paperwork and taking safeguarding calls while on duty.
· Carry out regular trainee intakes to maintain consistent levels of available therapies – including selecting for interview, interviewing and inducting.
· Assist in the management of the support team in relation to work practice, conduct, absence, supervision, support and the identification of training needs.
· Assist in the induction of new employees and in the recruitment process where required.
· Assist the Services Manager to adequately deploy staff to meet the support needs of people who use the service (e.g. this could include co-ordinating volunteers who run groups within THA)
· Assist in the monitoring and administration of the project process and procedures.   
· Ensure that all financial and other records are maintained accurately, and that all reporting requirements are met in a timely manner.
· Assist with any further tasks or projects as required.
· Develop effective relationships with other groups and agencies in the area. 
· Be responsible for maintaining the relevant systems of documentation.
· [bookmark: _Hlk28859704][bookmark: _Hlk28860746]Provide accurate information and reports as required. 
· Participate in training activities and meetings as required.
· Uphold THA’s Code of Practice.
· Other duties deemed appropriate to this grade, as and when required.
· Work in accordance with all THA’s policies and procedures.



PERSON SPECIFICATION
	Qualifications 


	Essential 
· Counselling or equivalent qualification
Desirable
· Supervisory or management qualification as defined by the SSSC/NCS

	Background


	Essential 
· Experience of being in a therapeutic, supportive and enabling role 
· Understanding of mental health and recovery  
· Experience of working in the mental health and recovery field
· Understanding of a Trauma-Informed Approach and Practice
· Experience of taking a lead role in the planning and delivery of support
· Experience of a person-centred approach to recovery 
· Core IT skills and ability to input data, basic word processing, manage emails.
Desirable
· Experience of supporting people with complex mental health needs
· Knowledge of local support services in the area 
· Awareness of conflict management strategies
· Experience in leading and motivating a team.
· Experience of health and safety requirements and safeguarding
· Experience in recruitment and induction of staff
· Experience of working in a supervisory role


	Team Working


	Essential 
· Builds good working relationships with team members and colleagues throughout the organisation.  
· Is compassionate and empathetic. 
Desirable
· Builds co-operative relationships, develops networks and promotes partnership working with other professionals.


	Personal Development


	Essential 
· Makes best use of own strengths and finds ways to overcome personal challenges.
· Demonstrates commitment to keeping knowledge, understanding and skills up to date.


	Communication 


	Essential 
· Produces structured, accurate and concise written reports. 
· Can explain complex information in a way which makes it understandable. 


	Self-Care


	Essential 
· Is aware of threats and triggers to own wellbeing and developed strategies for self-care.
· Sustains effort to overcome obstacles and feelings of frustration and can maintain a positive view. 
· Engages in open and reflective debate and provide constructive comments about proposed changes.
· Take responsibility for managing own work life balance.


	Professionalism 


	Essential 
· Always maintains sound ethical and professional standards, reporting wrongdoing and encouraging others to do the same. 
· Is proactive in identifying areas for improvement and implements creative developments. 
· Manages time effectively to ensure tasks are completed and deadlines are met.
· Plans ahead for meetings and busy periods. 
· Ensures the delivery of efficient, effective, high-quality services.
· Acts as a role model by setting clear standards for service delivery.


	Help and Support



	Essential 
· Supports people in line with organisational values, policies, and procedures. 
· Consistently works with a person-centred approach.  
· Supports supported peoples’ rights to control their lives and make informed choices about the services they receive.
· Protects the rights and promote the interests of supported people. 




ADDITIONAL NOTES

The duties of the post may occasionally require some evening or weekend working.  The post is subject to a 3-month probationary period. 

PVG Scheme Membership, a Right to Work in the UK check and proof of qualifications declared on the application form are required.
For more information about The Health Agency: www.thehealthagency.org.uk
For enquiries about the position please contact: frontdesk@thehealthagency.org.uk 
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