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	Job Description: Well Being Co-ordinator

	
	Salary: 

£22,683 - £25,676  (plus 10% pension)

Special Terms: 
Fixed term until March 2011




 (subject to continuation of funding)
Accountable to:
 Services Manager
Accountable for: 
Counselling Officer, Rampton Sessional Workers 



and volunteers




Job Summary

To lead on the operational development of LGF’s Mental Health services, including developing current activities and identifying opportunities for new services.

Key Tasks

1. To produce and implement a strategy to expand the LGF’s mental health services.

2. To seek opportunities to work with partner organisations to new services for LGB people.

3. To highlight the mental health needs of LGB people, linking in with local, sub regional, regional and national policy agendas and forums.

4. To ensure the current counselling service continues to operate effectively, including planning and chairing monthly counsellors meetings, and maintaining a clear referral process.

5. To develop the counselling service by working in partnership with counsellors on the introduction and further development of group and brief intervention programmes.

6. To ensure that all operational matters concerns LGF’s work with Mental Hospital establishments is effective, organised and well planned, including chairing monthly sessional worker and volunteer meetings.

7. To work with partner organisation such as Universities, to evidence the mental health needs of LGB communities.

8. To be the lead for the LGF’s Helpline work, including ensuring the rota is produced and support provided to volunteers.

9. To attend and contribute to relevant Mental Health services meetings and forums.

10. To increase the scope of the Advice Surgeries, including identifying opportunities to launch new surgeries.
11. To write articles concerning the mental health needs of the LGB communities as required.

12. To provide qualitative and quantitative information to funders and key stakeholders.

13. To develop and maintain excellent working relationships with voluntary sector, public and private sector partners.

14. Play an active role in the ongoing development of the Operations Team and the LGF.

15. All staff are expected to maintain a flexible approach to their roles and to respond to the LGF’s changing needs. The responsibilities of the post may be changed subject to review, over a period of time.

16. In common with all staff, you have a responsibility for your own personal and professional development and training. You also have a responsibility for drawing attention to your own training needs as well as those of colleagues you work with.

Other Responsibilities

· Undertake any other tasks that may be requested, commensurate with the nature and level of the post, as may be required by your line manager.

· Comply with the LGF’s policies, procedures, management and monitoring systems.
· Display a genuine commitment to equality of opportunity and an understanding of the issues faced by LGB communities
· All staff are expected to maintain a flexible approach to their roles and respond to the LGF’s changing needs.  The responsibilities of this post may be changed subject to review, over a period of time.  This will be done in consultation with the post holder.

· In common with all staff, you have a responsibility for your own personal and professional development and training.  You also have a responsibility for drawing attention to your own training needs as well as those of colleagues that you work with.
Terms and Conditions

(i) Hours – 37 per week, including some occasional evening and weekend work

(ii) Annual Leave – 25 per annum (pro rata) plus Bank Holidays

(iii) Probation Period – Post subject to successfully completing a 6 month probationary period

(iv) Employers contributory pension – 10% of annual salary

Person Specification: Well-Being Co-ordinator
Essential Elements
Qualifications
· Good education level to at least GCSE/O level standard (including Maths & English)

Experience

· Experience of managing project(s), staff and/or volunteers

· Experience of working as part of a team

· Experience of representing a project/agency at meetings, conferences, etc.

Skills & Abilities

· An excellent communicator who can build and maintain positive cross-agency relationships

· Self-motivating and enthusiastic

· Excellent time management, planning and organisational skills

· A flexible and innovative approach to problem solving

· Capable of assimilating and responding positively to change

· Confident and effective use if ICT 

· A willingness to working some unsociable hours

· Excellent report writing skills.

Knowledge & Understanding

· An understanding of and commitment to achieving equality and valuing diversity

· Knowledge of mental health issues

· An understanding of LGB communities


Desirable

· A qualification in the field of mental health
· Project management or service delivery in the field of mental health

· Experience of working in the voluntary sector (paid or unpaid)

· Experience of collecting and analysing research data

· Experience of monitoring and evaluating projects.
· Previous experience of chairing meetings

