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	Job Title
	Hospital to Home Project Coordinator


	Contract
	Fixed term for one year with possibility of extension subject to funding

	Hours  
	15 hours a week

	Salary
	£32,760 pro rata 

	Reporting to: 
	Nicola Welsh, Chief Executive Officer

	Key working Relationships: 

	Staff / Families / NHS Staff / External Agencies / Third Sector

	Regular place of work:
	Home based or option to work from our office at Craiglockhart, Edinburgh.  
Frequent travel will be required within the central belt and occasionally, further afield in Scotland.



Organisational background:
We are a Scottish charity providing baby loss counselling and peer support to families, with over 40 years’ experience of offering compassionate bereavement care in the community. 
We provide baby loss counselling and peer support to bereaved families. The majority of staff are bereaved parents themselves, so through shared, lived experience, we provide compassion and support to each other and connect through our care for our families and each other.  Our families are the heart of everything that we do. All our support is free, personal to each family and for as long as is needed. Our support includes counselling, one to one befriending, group support and events.
[bookmark: _Int_XN1zyqF8]We are in a period of growth, having expanded the team from 4 to 17 over the last 8 years and, most recently, extending our geographical reach from Edinburgh and the Lothians to Fife, Forth Valley and most recently the Highlands.
[bookmark: _Int_ZkOVbAr4]Role background:
[bookmark: _Int_IEgeFdat][bookmark: _Int_n3eocVlq]We are recruiting for a part-time Hospital to Home Project Coordinator, as part of a 1-year funded project to expand our Hospital to Home service to new areas following the initial Pilot which has been running in NHS Lothians since January 2022.  Hospital to Home Care is an opt out service which supports families to transition from the hospital setting to being back in the community. 6-8 sessions are offered, to support and guide families in the very early days of their loss, enhancing existing community services to provide long term peer bereavement support.
We will work alongside NHS colleagues to provide a more comprehensive and cohesive transition from the hospital to home setting. By being able to offer longer term support, through the Hospital to Home Service and beyond through our peer support and counselling services, we will be able to identify emerging issues associated with complicated grief and trauma early so additional support such as counselling can be arranged.  This will reduce the isolation and loneliness that bereaved parents feel, improving family’s long term mental and physical wellbeing and their ability to grieve with empathic support in place in the community.    
We have fully funded a full time PhD student in partnership with Napier University who is working alongside our Pilot project. This will enable us to evidence the benefits that this early intervention can have. 
	Job Summary

	· Support with the recruitment and selection of Hospital to Home staff
· Project Management of our Hospital to Home service
· Establish and develop working relationships with NHS contacts 
· Provide line managerial support and supervision to Hospital to Home staff including holding an overview and awareness of their caseloads
· Ensure and develop accurate reporting of the service including the collation of quantitative and qualitative information
· Responsible for reporting requirements to our funder
· Explore and progress further partnership and funding opportunities 
· [bookmark: _Int_fpQUrUR3]Represent Held In Our Hearts at various national and local meetings and events 
· Ensure adherence to obligations as defined in our agreements with relevant NHS Health Boards. 



	Key responsibilities
	· Roll out expansion of our Hospital to Home service in three separate NHS Health Boards in Scotland
· Overall responsibility for accurate and timely data collection, report writing and monitoring and evaluation for funder reporting, to evaluate the service and to allow for learning and sharing best practice.
· You will develop and maintain strong working relationships with external bodies in the public, private and third sectors including NHS Health Boards, local Councils and other local and regional stakeholders. 
· Facilitate and develop strong links between the charity and local businesses and organisations, building on current partnerships and exploring further fundraising opportunities. 
· Provide regular operational update reports. 
· Represent the charity at various relevant meetings.
· [bookmark: _Int_QDIdxSpz]Work closely with Held In Our Hearts colleagues and volunteers. 



	Professional Responsibilities:
	· Keep records which facilitate communication within the charity and are compliant with all current GDPR regulations (both on IT systems and paper files)
· [bookmark: _Int_ayqOaMtT]Manage all requirements relating to data collection research and audit within the service, including statistics and records, providing regular reports on activity within, and effectiveness of the Hospital to Home service at staff meetings and other ad hoc meetings with colleagues and external partners.
· Have strong, self-sufficient office administration skills including the ability to use Microsoft Office and a CRM system.
· Coordinate and collate service evaluation, research and audit relevant to the PhD project and to the charity.
· Be a committed Team member across the organisation
· Ensure best practice and standards according to the employer.
· Ensure that family confidentiality is protected at all times.
· Be aware of and keep up to date with advancements in baby loss bereavement care.
· Keep up to date records in relation to Continuous Professional Development
· Attend relevant conferences/workshops


	General Responsibilities

	· Flexibility to work occasionally at weekends and evening, for which time off in lieu will be
given.
· Provide cover for colleagues when necessary.
· [bookmark: _Int_F1cya9hT]The post-holder will have access to confidential data on staff, families and services within Held In Our Hearts. Failure to maintain confidentiality will lead to disciplinary action, which could ultimately lead to dismissal.
· Held In Our Hearts is committed to Equal Opportunities for all present and potential
members of staff. Therefore, we expect all employees and volunteers to understand, support, and apply this policy through their working practices which requires all individuals to be treated with respect, dignity, courtesy, fairness and consideration. 
· [bookmark: _Int_zd3uQUEa]The post holder must familiarise themselves with matters relating to health and safety management as they affect them personally and/or Held In Our Hearts, reporting any potential risks to life or property immediately in accordance with the charity’s Health and Safety policy and procedures. They must use all equipment provided to undertake their role safely.
· Where you are a member of a professional body you are required to conform to the professional standards set by that body. You are required to ensure your registration is current and practice continuous professional development.
· To undertake any other duties which reasonably fall within the scope of the role.
· This is an outline Job Description and may be subject to change, according to the needs
of the service, in consultation with the post holder.

	Essential criteria
	· Demonstrable experience of managing and leading teams with the ability to promote and develop effective team working.
· Experience of managing projects and delivering on outcomes.
· Ability to understand the complex journey grieving parents undertake when they experience the death of a baby.
· Highly developed interpersonal skills appropriate to establishing and maintaining effective working relationships.
· Excellent written and oral presentation and reporting skills.
· Background in leading teams to deliver high quality customer service to both internal and external stakeholders.
· Ability to cope with demanding situations, manage own workload, work on own initiative and to tight deadlines.
· Effective organisational skills, with considerable attention to detail.
· [bookmark: _Int_poysUpYT]Commitment to the vision and values of Held In Our Hearts.
· Ability to maintain a high level of confidentiality regarding sensitive and confidential information.
· Hold a valid UK driving licence with access to a vehicle. 




	Desirable criteria
	· Experience or knowledge of working with trauma and PTSD/CPTSD. 
· Experience of supporting and managing staff teams who deliver services of a support-based nature.
· Qualified in or have working knowledge of health-related services.
· Knowledge of support, national guidance and standards relating to psychological care and baby and infant bereavement.
· Working knowledge and experience of the third sector including funding streams and meeting reporting requirements.
· Knowledge and understanding of safeguarding procedures and responsibilities aligned with family support work including safeguarding practices.
· Experience of Case Record Management systems.


	Staff benefits
	· Immediate entry to the company’s group life assurance benefit scheme of 4 x your basic annual salary.
· Following 3 months’ service you will (subject to eligibility) be entitled to opt into the company pension scheme. The company will pay a contribution of 3% of your salary. You may be required to make a personal contribution, as required under auto enrolment legislation, which will be deducted from salary.
· Flexible working available.
· Public holidays not given, but extended holidays gifted over Christmas and New Year
· 35 days of annual leave pro rata


	Application details
	Please email your CV and covering letter direct to GemmaN@heldinourhearts.org.uk  

	Closing date
	10pm on Sunday 19th November with interviews taking place week commencing 4th December 2023. 
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