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	Job Title 
	  Workplace Engagement Coordinator


	Job Family 
	  Workplace & Corporate Engagement 


	Department/Service/Area 
	  Fundraising 


	Reports to 
	  Workplace Engagement Specialist - Reactive 


	Direct Reports 
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	Role Summary 
 
	The Workplace & Corporate Engagement team plays a key role in generating income for SAMH. The team consists of four key functions which operate as a pipeline to maximise the value of each opportunity across workplace clients and corporate supporters:  
 
· Development - product and content development 
· Delivery – service delivery 
· Engagement – enquiry management and business development  
· Account Management – client and partner stewardship 
 
The Workplace Engagement Coordinator is responsible for managing and responding to all incoming enquiries (e.g. corporate and commercial workplace prospects, offers of volunteering, offers of pro bono support etc) in order to maximise all opportunities. The post holder will play a key role in identifying opportunities of significant value or strategic importance that will require a tailored response. The post holder will also play a key role supporting our ethical fundraising approach by carrying out due diligence and other related research. 

Therefore, the post holder will sit within the Engagement function but will need to work closely with colleagues within the Delivery and Development functions.  
 

	Essential Duties and Responsibilities 
	Key Responsibilities 
1. Manage and respond appropriately to all internal and external enquiries relating to workplace wellbeing and corporate engagement (e.g. corporate and commercial workplace prospects, volunteering/pro bono support), maintaining CRM as needed
a. Lead on low to medium value opportunities providing excellent customer service in order to secure sales
b. Escalate medium to high value/strategic opportunities to Workplace Engagement Specialist – Reactive in order to develop a more tailored response

2. Work closely with prospective clients to gain an in-depth understanding of their requirements by conducting full needs analysis to inform client proposals (including liaising with relevant colleagues as needed)

3. Carry out related research to support proactive and reactive opportunities (e.g. due diligence, competitor analysis etc) 

4. Keep fully abreast of SAMH’s workplace offering to meet the needs of prospects with the most appropriate products and services 

5. Develop, maintain and continuously improve systems, procedures and processes that support effective coordination, scheduling and delivery of workplace and corporate engagement activities 

6. Support the Workplace Engagement Specialist – Reactive with planning, organisation and facilitation of engagement events (e.g. breakfast briefing event, business network events) 

7. Maintain organisational information to support partnership proposals, internal reporting (e.g. data capture and input) and contract management (e.g. admin support) 

8. Work collaboratively with key internal stakeholders, contributing to a culture of co-operation, flexibility and adaptability in order to achieve SAMH’s overall strategic aims  
 
Other duties  
1. Be a positive ambassador for SAMH and the mental health cause when engaging with external stakeholders and contacts

2. Ensure own personal and professional development is in line with the requirements of job description  

3. Undertake any other duties, which are in keeping with the grade and overall purpose of the post  

	Key Internal Working Relationships & Contacts 
	The post holder will predominantly work with the Workplace Engagement Specialist focusing on reactive opportunities but will also support the Workplace Engagement Specialist focusing on proactive opportunities to ensure we achieve our strategic aims in this area. 

The post holder will also work closely with the Workplace Delivery Coordinator to ensure the successful handover of secured sales of workplace products and services. The post holder will need to work closely with the Account Managers to ensure the successful handover of any new low to medium partnerships that have been secured.

The post holder will also need to work closely with the wider Workplace & Corporate Engagement team to support the effective marketing of our workplace products and services and maintain a high conversion rate of enquiry to sales.

Additionally, SAMH has a strategic partnership with Inspire and Mind, mental health charities operating across England, Wales and Ireland, when delivering activities across the UK including workplace and corporate engagement. Therefore, the post holder will need to support effective ways of working across the three organisations.
   

	Working Environment / Special Circumstances 
	The team operates a hybrid working model which takes account of the intersection of the activities staff feel they best perform virtually / remotely versus in person / at the office. Therefore, a cadence of team meetings and collaborative working has been established in accordance with that.  
 
This post holder will require the ability and willingness to travel across Scotland, and may occasionally require overnight stays away from home. The post holder will have a company credit card for expenses. The post holder will also be required to work evenings and weekends at times with TOIL provided for this additional work. 



 
 
	Criteria 
 
	Essential or Desirable 

	Experience 
 
	Proven track record of managing a varied and at times fast-paced workload, ideally in an external-facing role

	Essential

	
	Proven track record of converting enquiries to sales (or another positive result)
 
	Desirable

	
	Experience in developing, maintaining and continuously improving systems, procedures and processes

	Essential

	
	Experience of using CRMs/databases to maintain and monitor quality data 
 
	Desirable 
 

	
	Experience of event coordination and/or event planning
	Desirable 
 

	Knowledge  
 
 

	Fundraising principles and Codes of Practice

	Desirable


	
	Current trends in the fundraising environment

	Desirable


	
	Understanding of the mental health context in Scotland 

	Desirable


	
	Employment / workplace wellbeing field (e.g. best practice)

	Desirable

	
 
Functional / Work-based Skills  
 
	Excellent administrative, time management and organisational skills to deliver work to agreed timescales and standards, and manage multiple competing priorities / deadlines displaying a high level of attention to detail
 
	Essential 

	
	Demonstrable ability to develop and maintain effective working relationships, showing a high level of customer care
 
	Essential 
 

	
	Good IT skills. Competent in the use of MS Office, including Word, Excel, Outlook and PowerPoint and also social media platforms 
 
	Essential 
 

	
	Ability to work collaboratively across teams to achieve organisational goals 
 
	Essential  

	
	Good communication skills, particularly the ability to draft clear emails and respond politely and sensitively to incoming telephone calls 

	Essential 
 


 
 
 
 
 
 
Core Competencies and Commitment 
                                                                                                   
 
 
At SAMH, our values underpin everything we do. We believe that everyone has the right to be treated with dignity, respect and equality. We believe that everyone is entitled to hope and choice and to achieve personal fulfilment.  
 
These are the competencies that SAMH looks for and expects from staff who support the people who use SAMH social care services. These competencies enable SAMH to deliver its core purpose of mental health and wellbeing for all. 
 
 
	Core Competency 
	Behaviour and Skills 

	Recovery Focussed 
	Empathise, inspire and motivate others. 

	Communication 
	Communicate effectively and professionally and contribute to the accurate recording and monitoring of all case and incident recording systems. This includes communications by email, by phone/text and other on-line methods. 
 
Engage with a range of people from a wide variety of backgrounds. 


	Deliver a high standard/quality of work 
	Maintain the highest personal and professional standards. Work professionally and collaboratively with internal and external colleagues, those who use our services and members of the public and to meet the requirements of funders and regulators.  

Undertake personal responsibility for conduct and work ethic in line with SAMH Code of Conduct and other relevant professional standards. 


	Critical Reflection and Learning 
	Ability to reflect on own practice and learn from own experiences and those of others.  

Develop skills and knowledge of theory and practice and understand where role fits within SAMH and externally. 


	Supportive of Equality and Diversity 
	Challenge inequality and stigma; recognise and respond to the barriers individuals and groups face within society. 

Treat all people within SAMH (both staff and service users) fairly and with respect regardless of their age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and/or sexual orientation. 


	Commitment to Health, Safety and Well-being  
	Understand, encourage and carry out the principles of integrated safety management; comply with SAMH Health and Safety Policy and Procedure; complete all required H & S training; take personal responsibility for safety. 


	Participation 
	Ensure the people who support SAMH as an organisation are able to contribute, volunteer and feel close to our charity.  


	Team Working 
	Ability to work as part of a team, supporting peers, offering encouragement and learning from others. 


	Service User Engagement 
	Develop, maintain and demonstrate a wide range of interpersonal skills when working supporters, including: open-minded, respectful, active listening, empathetic, maintenance of confidentiality, honest, honourable in agreements and practices, solution focussed, supportive and approachable, non-judgemental, pro-active, patience and resilience, professional approach. 
 


 
 
Employees are required to read and understand the role profile for their position and are required to comply with SAMH’s policies, all laws, rules, regulations and standards of conduct relating to their position and report any suspected violations of conduct to my line manager.  All employees should adhere to the SAMH values in all interactions with service users, customers and colleagues. 
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