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Mums Matter Coordinator/ Administrator
Job Title:

Mums Matter coordinator / administrator 
Hours:


14 hours per week 
Salary:

£9.61 per hour (£18,746 fte, £6996 pro rata)
Contract:

1 year fixed term
Responsible to:
Mums Matter Facilitator
Based in:
Brecon - the project will operate across the Brecon and District are so there will be a need to travel to outreach sites. 
Job Purpose

Mums Matter is a six-week course designed by mums for mums with a post-natal mental health problem.  The course was designed with three principles in mind; managing the everyday, dispelling myths and nurture me. The post holder will be responsible for assisting the facilitator in delivering the Comic Relief grant that Mind obtained to deliver Mums Matter in Powys.  
The role entails assisting the facilitator by coordinating and setting up a number of groups of no more than 8 women, taking referrals from self-referred women and others such as health visitors and liaising with local stakeholders to ensure that the course is advertised widely and suitably.  
Aims, Vision and Values
Our vision is of a sustainable, socially inclusive and compassionate community that enable people to recover and develop positive mental health and well-being for all.
In our vision of the future, people with experience of mental distress can expect to lead fuller and healthier lives and to be treated equally and with dignity and respect.
Our purpose is to meet the needs and ambitions of people with experience of mental distress, to empower in making choices that will improve health and emotional well-being and lead towards a personal and continuing recovery journey.
Our values
We believe that people experiencing mental distress have the right to participate in full and valued lives within society
Our ethos sits with the principles of the Recovery movement. Recovery is about whole lives and providing opportunities for people to explore all facets of themselves, placing them firmly at the centre of making choices that enable them to make the most of their lives.

Our central ambition is to rekindle hope providing a positive response to an individual’s problems and to open routes to personal recovery, growth and well-being, while accepting and accounting for continuing difficulty and disability.
We value people for who they are, treating all equally and with dignity and respect and embracing diversity. We have an open-door policy for everyone, whether or not they use other mental health services. 

We believe in a culture of openness, participation, involvement, cooperation and coproduction so that our members, staff, volunteers and partners may work together to bring about the changes needed to make our vision a reality

The key functions of this post are:

Specific

1. To find potential venues and creches in order to run the programme as directed by the facilitator. 
2. To accurately and efficiently manage all administration processes

3. To build and maintain positive relationships with key stakeholders and to promote/publicise the service.

4. To maintain all required records of clients to support the running of this project. 

5. To work as part of the organisation’s team and independently within community settings
6. To undergo any training relevant to the role either internally or externally.

7. Work as part of the team including helping to cover across the organisation’s duties.
8. To participate in supervision and annual appraisal with the relevant manager and attend training as required.
9. To participate in supervision and team meetings.
10. To prepare all paperwork ready for each programme session.

11. To set up display boards and manage stands at events to promote the service. 

12. To complete monitoring spreadsheets as required by national Mind and write reports as directed by the facilitator

13. To regularly promote the service in the local community by attending groups such as Mother & Baby groups, GP surgeries, libraries and village halls, distributing leaflets and posters. 

14. To carry out any other tasks as reasonably require by management and the facilitator. 
Person Specification

Experience & Qualifications
1. Previous experience of coordinating groups/ training administratively. 

2. Experience of office and administrative tasks using excel, spreadsheets and databases. 

Knowledge
1. Knowledge of and/or lived experience of post-natal mental health problems including the stigma surrounding such problems.
2. Knowledge of the issues that exist for people experiencing mental health problems. 
Essential criteria
1. Ability to be able to accept referrals over the phone, by email or face to face. 

2. Ability to motivate people to engage in self-help activities either over the phone or in group settings. 
3. Ability to go out into the community to promote the programme to appropriate groups eg: mother & baby groups. 
4. A clear understanding of the issues around confidentiality and information sharing
5. Ability to work as part of a team and to work on own initiative
6. Excellent communication skills for working and liaising with with colleagues, volunteers, external agencies and the public, including the promotion of the service
7. Excellent administration skills to effectively carry out a range of office tasks (for example telephone, word processing, report writing, using databases, budgets and evaluation procedures) accurately and without supervision.
8. Ability to work flexibly to meet the demands of the service, both in terms of hours and role, including possible occasional evening working if required. 
9. Access to a vehicle; travelling is necessary.

Desirable criteria
1. Ability to speak Welsh 
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