Bristol Mind

Office Co-ordinator

Job Description

	JOB TITLE
	Office Co-ordinator

	LOCATION
	35 Old Market Street, Bristol BS2 0EZ

	ACCESS
	The office comprises of a shop fronted ground floor entrance and two floors of office space. The central administration office is based on the first floor. Unfortunately the current office is inaccessible for a wheel chair user or anyone unable to use stairs. 

	HOURS


	22 hours per week 

Occasional evening or weekend work

	GRADE
	NJC Point 22 - 25 £19,621 - £21,519 pro rata

Subject to funding

	RESPONSIBLE TO
	Director and/or nominated Trustee


About Bristol Mind:
www.bristolmind.org.uk
Bristol Mind works towards a socially just society that promotes and sustains good mental health for all. This aim is reflected in the range of non-referral services offered. Each project is run and developed by paid staff and delivered by trained and supported volunteers:

· MindLine an out of hours free-phone listening service

· Meeting Minds, a free none referral counselling service

· Advocacy projects meeting the needs of: people living in the community; BME community; in-patients; people detained under the Mental Health Act; individuals who lack decision making capacity and those in secure settings

· Well-being and Recovery Training Project offering nationally accredited courses and other training/workshops that promote well-being and recovery.
· An Information Project providing a web site, telephone and email sign posting service and the dissemination of National Mind leaflets to key sites around the city

Bristol Mind supports other organisations including a Polish counselling service, various self-help support groups and monthly good mental health workshops. We also work with others to promote the needs of people experiencing emotional distress and their family and friends.   

Job purpose:

To provide a central administrative, co-ordinating role that enables the organisation, its staff, volunteers and outside groups, to continue to provide good quality services in a friendly, efficient and effective way, by ensuring the smooth running of the organisation within its office base.

Key responsibilities:
1.
To co-ordinate and provide effective office administration to support the work of the organisation

2.
To lead and supervise the Central Admin Team that currently comprises of a General Admin Worker and office work placements/volunteers
3.
To recruit, supervise and support between 1 - 4 Office Volunteers and/or work placements
4. 
To co-ordinate and provide administrative support to the Director, Project Staff and Trustees 

5.
To co-ordinate and oversee the Information Project.

6.
To contribute to the work of the Senior Management Team

1.0
Co-ordinate and provide office administration to support the work of the organisation:

1.1
Co-ordinating and providing a welcoming reception point for visitors and telephone callers in conjunction with other staff and Office Volunteers/work placements including responding effectively to telephone calls received i.e. taking messages; forwarding calls to relevant staff etc.

1.2
Implement and maintain administration systems that support the work of the organisation and the smooth running of the office including disseminating mail, maintaining records and filing systems.

1.3 Oversee office resources including ordering and maintaining office equipment and liasing with the office landlord and maintenance contractor in conjunction with the Finance Worker, the Director and/or Trustees.

1.4 Overseeing the use of meeting rooms and support staff and outside groups through co-ordinating room and equipment bookings and ensuring a welcoming and efficient environment. 

1.5 Oversee budgetary matters concerned with office accommodation and expenditure including the administration of office petty cash in conjunction with the Finance Worker, the Director and the Treasurer 

1.6 Ensure insurance cover is up to date in conjunction with the Finance Worker and the Treasurer

1.7  Maintain the organisation’s membership and staff and volunteer equal opportunity monitoring databases with support of an Office Volunteer

1.6
Be familiar with the monitoring systems of each Project and co-ordinate the production of monitoring information at the request of the Director and Trustees.

1.7
Oversee and implement Information Technology needs within the organisation in conjunction with the Director, other staff, Trustees and external contractors.

1.8 Implement and monitor the organisation’s Health and Safety policy and procedures within the office in conjunction with the Director and/or Trustees

1.9
Be responsible for arrangements for the security of the building in conjunction with the Director and Project staff

2.0
To lead and supervise the Central Admin Team

2.1
To co-ordinate the work of the central admin team

2.2
To line manage the General Admin Worker and any other paid or unpaid staff in the team 
3.0
To recruit, supervise and support up to four Office Volunteers/Work Placements
3.1
To recruit, train and support up to four Offices Volunteers/work placements to undertake basic administration duties 

3.2
To co-ordinate, supervise and support the work of the Office Volunteers/work placements in order for these individuals to progress through the organisation on to further training and/or paid or unpaid work
3.3
To develop opportunities for work and/or student administrative placements particularly for individuals who have experienced mental health problems
4.0
To provide administrative support to the Director, specific projects and the Trustees

4.1
Ensure effective administration support for core organisation activities e.g. recruitment of staff/volunteers; fund raising work.

4.2
To ensure minutes and other papers are distributed at the direction of Trustees and the Director and copies filed.

5.0
To develop and oversee the Information Project.

5.1
Co-ordinate the dissemination of National Mind leaflets and other information around key sites in the city subject to contract requirements.

5.2
Co-ordinate and provide effective response to telephone and email requests for information related to mental health issues in conjunction with Office General Admin Worker Volunteers and Project Staff by: 

· Undertaking training to be aware of mental health issues, resources and information services and passing this awareness on to Central Admin Team
· Being familiar with the knowledge held by Project Staff and forwarding calls as appropriate, this will involve inducting Office volunteers/work placements and working collaboratively with Project Staff

· Ensuring knowledge of information sources such as Bristol Mind web site, National Mind information service and Well Aware web site and training Office Volunteers/work placements to sign post enquiries for information effectively.

· Ensuring that a range of information leaflets etc. are available, up to date and relevant to callers and sending out this information as needed.

· Monitoring calls received and evaluating the effectiveness of the responding to request and regularly reporting to the Director, Project staff, and Trustees.

5.3
Contribute to the development and maintenance of the organisation’s web site in conjunction with the Director, Project Staff and Central Admin Team
5.4
Organise the production and dissemination of high quality and accurate publicity materials for the organisation in conjunction with the Director, Project Staff and Central Admin team, including a regular newsletter and the Annual Report.

6.0    To contribute to the Senior Management team

6.1    To be a member of the Senior Management Team (SMT) contributing the effective management and development of the organisation
6.2   Attend regular SMT meetings and be involved in organisational working groups as required and as appropriate to role and responsibilities. 


7.0 Additional responsibilities

7.1
Ensure all working practices and equipment conforms to health and safety policy and good practice.

7.2
Work towards and promote equal opportunities in all areas of work.

7.3
Undertake any other duties within the nature and level of responsibility of this post. 

The post holder will be expected to: 

· Receive regular supervision

· Attend training appropriate to the job.

· Work occasional evenings and weekends (time off in lieu) 

· Adhere to Bristol Mind policies and procedures i.e. Confidentiality, Equal Opportunities.

· Undertake any other duties within the nature and level of responsibility of this post

Office and Information Project Co-ordinator

Personal Specification
Experience needed:
Essential experience: 

· At least 3 years relevant experience of administrative work in an office environment including setting up and implementing administration systems.

· Proven experience of supervising paid and/or unpaid staff

· At least 3 years relevant experience of responding to the public.

· Experience of responding to telephone enquiries 

· Experience of working largely under own direction

Desirable experience:
· Experience of working alongside volunteers or being a volunteer

· Experience of providing an information /advice service 

Skills and knowledge: 

· Extensive and proven IT skills including word processing skills to at least 60 words per minute, compiling and maintaining: data bases; spread sheets and web site 

· Skills and knowledge to be able to utilise developments in IT; 

· Excellent communication and interpersonal skills 

· Ability to prioritise work and work to sometimes tight deadlines; 

· Ability to direct other people’s work, work flexibly as part of a team, and on own initiative; 

· A commitment to equal opportunities, 

· The ability to work in ways that are co-operative and can empower others 
· An awareness of the potential issues and effects of emotional distress
Desirable skills and knowledge:
· Producing publicity materials

· Supervision skills

· Counselling or communication skills training

Other:
· A commitment to the ethos and values of Bristol Mind

· Ability and willingness to make use of support/supervision

· Ability and willingness to undertake any training to enable the post holder to effectively undertake the posts requirements

· To provide some evening and occasional weekend work
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APPLICATION FORM (Part 1)

	POST APPLIED FOR:
	


The first two pages will be detached on arrival and will not be seen by the Selection Panel unless you are invited to Interview.
Please complete in black ink or type.
	PERSONAL DETAILS

Full Name:                                                                                                Mr./Ms/Mrs./Miss/other.

Address: 

Post Code:

Tel. No. home:                                                 work:


	REFEREES 

Name: 

Address:

Tel no.:                                                Relationship to you:

Name:

Address:

Tel no.                                                 Relationship to you:


Are you related to anyone currently involved with Bristol Mind either paid staff, or a member of the Executive Management Committee?

Have you had any involvement with Bristol Mind in a paid or unpaid capacity?

	Bristol Mind believes that ex-offenders, like every other applicant, should be considered for paid/voluntary work on the basis of their commitment and ability to do the job.  However, paid and volunteer staff will be required to work with groups of people deemed vulnerable by the Rehabilitation of Offenders Act 1974.  Due to the nature of the job, this post is exempt from the Rehabilitation of Offenders Act 1974.
Do you have any criminal convictions, which you feel we need to know about?       YES / NO

Please declare all criminal convictions, which relate to the handling of finance, fraud, or thefts or crimes against persons. This post is subject to an Enhanced Criminal Records Bureaux check.



If called for interview, are there any access issues or other factors, which would ensure it is comfortable and accessible to you?

All the information I have given here is true.  I understand that if have made a false statement, any subsequent offer of, or contract of employment may be withdrawn.  I consent to the use of all this information for considering my application, and understand that:

· It will be treated confidentially at all times in accordance with the 1998 Data Protection Act

· If I am successful it will form part of my personnel records

· If I am unsuccessful the information will be destroyed after six months

Signed                                                                                            Date

APPLICATION FORM (Part 2)
	POST APPLIED FOR:
	


	CURRENT OR MOST RECENT PAID / UNPAID EMPLOYMENT

Employer

Address

Post Title

Key Duties / Responsibilities

Date started                                                          Period of notice required / Date finished




	QUALIFICATIONS & TRAINING RELEVANT TO THIS POST (most recent first)

	Subject


	Qualification
	Place of Training
	Dates



	PREVIOUS PAID / UNPAID EMPLOYMENT (most recent first)

	Employer Name & Address
	Post & Brief Outline of Duties
	Dates




	FURTHER INFORMATION 

Why you are interested in this post, and what skills and experience do you think you could bring to it?  Please tell us about any relevant experience you have acquired.  This may be from current or previous jobs, but also be from community/voluntary work, experiences gained in the home or through leisure interests.  Please address the Person Specification points in this section.  

FURTHER INFORMATION (continued)

Please continue on additional sheets if necessary.




Please do not send any CV’s with this application

Please return the completed application form to:

Bristol Mind, 35, Old Market Street, Bristol BS2 0EZ marked Job Application

CONFIDENTIAL

EQUAL OPPORTUNITIES MONITORING FORM

Bristol Mind aims to be an equal opportunities employer.  This form helps us monitor the people we reach through our recruitment process, and to show us whether we are being successful in targeting all groups within the local community.  You offer information voluntarily; please provide the information with which you feel comfortable.  This sheet is separated from the application form on arrival, and those involved in the selection process will not see it.

All information supplied is anonymous and will be treated as strictly confidential.

Are you 

(  Male

(  Female

How would you describe your ethnic origin?

What age group do you belong to?

(  under 25

(  26-35

(  36-50

(  over 50

Would you describe yourself as?

(  heterosexual
(  gay/lesbian
(  bisexual

(  unsure

Do you consider yourself disabled?

(  yes

(  no

Have you ever experienced mental ill health / emotional distress?

(  yes

(  no

How did you find out about this vacancy

(  Voscur
(  BDA 
(  Big Issue

(  Other (please state)

THANK YOU VERY MUCH FOR YOUR ASSISTANCE

Office Co-ordinator Job Description          Agreed: Executive Meeting July 2010

Bristol Mind Registered Charity No. 10885171     Registered Co. No. 04124744

