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JOB DESCRIPTION

JOB TITLE: Wellbeing Engagement Assistant 
SALARY:  Grade G Pt 44 £27,300 (pro rata 21hrs £16,380)
HOURS: 21 hrs, fixed-term contract (1 year)
ACCOUNTABLE TO: Community & Partnership Manager
RESPONSIBLE FOR: Supporting and aiding in the promotion and networking of wellbeing focussed organisations across Renfrewshire
MAIN PURPOSE OF JOB: To assist in the delivery of the Community Mental Health and Wellbeing Fund and the development of the associated Renfrewshire Wellbeing Network
Main duties  

1. Support the Community & Partnership Manager with the delivery of the Community Mental Health and Wellbeing Fund, particularly in relation to activity report collection and supporting the development of funded projects, as required

2. Liaise with network members to assess local need and develop creative responses through training, shared resources, networking etc.

3. Build effective relationships with all stakeholders including cross-sector colleagues in health and mental health 

4. Attend relevant partner meetings noting relevant information and news for wider distribution to Wellbeing network members 

5. Collate information from partners and network members and share via a monthly newsletter, or more frequently if required

6. Attend national network meeting for the Communities Mental Health and Wellbeing Fund for adults, providing feedback and promoting the work and learning of Renfrewshire funded programmes

7. Along with members of the network design and deliver two annual network showcase events

8. Source and collate content, including case studies from network members to use in the promotion of network activity, either through direct attendance of activity or member submission

9. Creation of visual assets and content to promote work of the network via social media (Instagram, Twitter and Facebook)

10. [bookmark: _GoBack]Report to and work productively with the Community & Partnership Manager, and collaborate where relevant with other CAVA staff

11. Understand and connect with the aims of Scottish Government and Renfrewshire Community Planning Partnership

12. Adhere to all Engage Renfrewshire’s policies and procedures

13. Any other duties which are consistent with the duties and responsibilities of the post


PERSONAL ATTRIBUTES (E = essential, D = desirable)
Self motivated and enthusiastic (E)
Excellent communication skills (E)
Excellent attention to detail and organisational skills (E)
Excellent digital and IT skills (D)
Presentation skills, oral and written (D)

EXPERIENCE (E = essential, D = desirable)
Experience of digital marketing including newsletter creation (Mailchimp) and social media (as above) (D)
Events planning and budgeting (D)

KNOWLEDGE (E = essential, D = desirable)
Knowledge of national strategies regarding community mental health (D)
Knowledge of TSI objectives, and good knowledge of local groups/orgs (D) 
Knowledge of community based wellbeing supports and their benefits (D)
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