[image: Icon

Description automatically generated]


JOB DESCRIPTION:

Post Title:  Programme Coordinator (Edinburgh Communities Mental Health and Wellbeing Fund)
Hours: 35 hours per week (1.0 FTE)
Term: 1 Year contract  
Salary:  EVOC Grade 4, £30,399 - £35,201
Responsible to: Senior Development Worker 
Location: EVOC offices, from home and community venues - Flexible combination of hybrid working. 
Accountability
The Programme Coordinator will be managed by the Senior Development Worker and Deputy Chief Executive and through them to EVOC’s Management Board and the Edinburgh Health and Social Care Partnership Thrive Board. 

The role will have access to administration support from the EVOC administration team. 

EVOC Context
Edinburgh Voluntary Organisations’ Council’s (EVOC) purpose is to support, promote, develop and represent the Third Sector. We play a key role in supporting pioneering, new and innovative ways of working for Third Sector organisations and community groups that work in Edinburgh. EVOC actively promotes, participates in and contributes to partnership working between the voluntary, public, private and community sectors at a local and national level.

The post holder will work as part of the Adult Health & Wellbeing Team within the wider Programmes Team to contribute to the delivery of EVOC’s strategic objectives.

Edinburgh Communities Mental Health and Wellbeing Fund (ECMHWF) Context 
The Communities Mental Health and Wellbeing Fund is a £15m Scottish Government investment to support improved mental adult health and wellbeing and focusses on the delivery of investment to local, grassroots organisations. The investment within Edinburgh is approx. £1.25m and supports over 90 organisations. 

In delivering the programme, EVOC employs a Community Commissioning approach, which seeks to bring decision-making closer to communities and increase participation. The general approach and design of our Community Commissioning approach has been established and tested for the last two years. This post will focus on the delivery of the programme in financial year 2023/24 and take into account feedback from current and potential beneficiaries.  


Job Role 
The Programme Coordinator will be responsible for the administrative and operational delivery of the programme, including oversight of the delivery of engagement, application processes, data management, evaluation, training and reporting and due diligence. 

· Engagement: 
· With our Communication Team coordinate communications related to the fund.  
· Production of key guidance and governance documents. 
· Coordination of engagement and consultation events. 
· Coordination of our Community Commissioning events. 
· Responding to input from sector colleagues and other stakeholders. 

· Application Processes: 
· Delivery of an automated Salesforce process for applications. 
· Support to applicants during the application period. 
· With our Organisational Development team, coordination of a due-diligence process. 
· On-going management of programme data and production of overview reporting. 

·  Evaluation: 
· Delivery of an automated Salesforce for monitoring and evaluation. 
· Support to applicants during the monitoring period. 

· Reporting: 
· Coordination of reporting to Scottish Government for the programme. 
· Quarterly reporting to EVOC’s Management Board. 

· Training: 
· In coordination with EVOC’s Training Coordinator, coordinate a programme of training for ECMHWF applicants. 

The post-holder will require to work closely with other members of the Adult Health and Wellbeing Team, colleagues across the Edinburgh Health and Social Care Partnership and Third Sector. 

The post will include other duties, as required, and will may require infrequent evening or weekend working. 
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Main responsibilities:
· Create, develop and sustain positive relationships with individuals and organisations;
· Represent EVOC and voluntary sector interests at external meetings with a variety of stakeholders;
· Facilitate and support the Edinburgh Communities Mental Health and Wellbeing Fund administrative and operational functions, including event coordination, application and monitoring processes, data management, engagement and communications;
· Identify organisational and sectoral development opportunities and capacity needs within the sector, especially to enable collaboration and training;
· Working with EVOC colleagues, ensure that voluntary and community organisations are kept up to date with details of the fund; 
· Contribute to the collection, collation and development of accurate, current and relevant resources, information and materials to support the work of EVOC and enable monitoring and relevant reporting.

Knowledge, skills and experience:
Essential knowledge, skills and experience required include:
· Partnership work – building and maintaining relationships.
· An understanding and knowledge of community development, capacity building, training and support principles, policy and practice in the voluntary sector;
· Understanding and knowledge of issues for voluntary sector mental health and wellbeing service providers and wider adult health, social care and inequality issues;
· Communication, research and presentation skills (reports, meeting management, presentations etc.);
· Strong technical skills including productivity applications, Excel and database operation; 
· Team building and team working skills;
· Facilitation and mediation skills;
· Planning and work management skills;
· Experience of evaluation.

Core Capabilities 
· Demonstrating emotional intelligence
· Demonstrating inclusivity and belonging
· Embracing change through innovation
· Effective communicator across all levels
· Creative problem solver and decision maker
· Resilient and future focussed
· Strategic thinking
EVOC Values & Behaviours 
· Creative: We are creative in our approaches, ideas and in creating space for better outcomes
· Collaborative: We listen, share and challenge
· Enabling: We develop opportunities and deliver change
· Excellence: We lead with passion and professionalism
· Fair: We act with impartiality, balance and integrity
· Inclusive: We are inclusive and collective in all our work
· Supportive: We respond to the voluntary sector’s changing needs to enable them to continue to meet the needs of communities
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