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LOTTERY FUNDED



Advice in Mind Advice Project
Job Description


.
Job Title:
Project Co-ordinator for AIM Project
Positions: 
1 Part time role
Salary:
£8382 per annum 

Hours of work:

Part time 17.5 hours per week. 

 There will be occasional requirements to provide evening and Saturday support; however this will usually be planned in advance by adjusting hours or time off in lieu.  


Probationary Period:

26 weeks

Notice Period:
 4 weeks

Contract Period:

Time limited project, funding has been awarded until March 2019
Responsible to:

Executive Manager (Motherwell & Wishaw CAB)

Overview:
The AIM project is a 3 year initiative; funded by BIG Lottery to support people, who are affected by mental health conditions, deal with financial issues affecting their lives. The project will provide information, advice, advocacy, referral services and facilitation on claiming appropriate welfare benefits, money management, financial planning and debt prevention. CAS, Lanarkshire CAB will work alongside NHS Lanarkshire to proactively engage with people with mental health conditions experiencing, or vulnerable to, financial hardship.
Led by Motherwell and Wishaw CAB, nine CAB in North and South Lanarkshire will work in partnership on the project. The service aims to offer early intervention to people with mental health conditions, so that problems can be tackled before they get out of hand and crises can be averted. 
The project will receive referrals from NHS professionals and clients will have access to advice in a range of health settings across the region which will enable interventions at times of change in clients’ lives such as; initial diagnosis, admission and discharge at hospital psychiatric units. 
This project will employ 4 money advisers, one project coordinator and peer support worker. 

The project coordinator will be the first point of contact for the project. They will manage the appointment system provide a full and effective administrative services to the advice staff as well as coordination of all outreach activity.

Duties and Responsibilities 
· To carry out the effective administration, organisation of the project.

· Administer the updating, retrieval, confidentiality and security of all project and client records as advised by Money Advisers.

· To co-ordinate and administer the home visit service ensuring all Health & Safety procedures are adhered to and that a volunteer co-worker is available at all times to attend.

· To co-ordinate and administer the Lanarkshire CABx, Hospitals, Mental Health locations, cafes and other organisations outreach rota.

· Receive client referrals by phone and e-mail via other organisations or self-referrals and co-ordinate Money Advisers' diaries.

· Produce statistical reports and collate stats in-line with funders’ requirements.  

· Follow-up case progress on behalf of the Money Advisers as directed.

· Operate and maintain computer based systems for accurate recording and collation of statistical data relating to client enquiries.

· Assist Money Advisers to produce timeous reports required by management, Board of Directors, funders and partners. 
· Maintain a case review diary to monitor and report back to the project leader on specific issues from client casework.

· Produce promotional materials and promote the project.

· Keep partners up to date by producing regular update in the form of newsletters and statistical data and reports. Effectively communicate any changes in process. .

· Carry out office tasks such as scanning, photocopying and shredding as required.

· Carry out evaluation work i.e. exit surveys/impact surveys to monitor the impact of advice given.
· Any other duties as deemed appropriate
.
The Project Co-ordinator, will report to the Executive Manager of M&W CAB. The Manager of M&W CAB will report to Citizens Advice Scotland.
Training needs analysis will be conducted at the beginning of the project and a training programme put in place to incorporate key areas of advice work as well as mental health issues.
Due to the complex needs of some of the clients, they will be offered access to emotional support as and when needed and given the opportunity to discuss challenging cases confidentially with both peers and/or managers. This can be provided on either a one to one basis or as a group setting. 
Ongoing feedback will be provided on all key performance indicators, with a particular focus on the quality of advice delivery and overall client experience. Where needed additional training will be provided with a focus on ensuring the adviser is fully supported to carry out their role effectively. 
At the early stages of the project the adviser will be expected to raise the profile of the project and build effective relationships with all key stakeholders.  
. 

The project coordinator will be responsible for collating and recording all key data in line with project outcomes.  
Full support and guidance will be provided.
Motherwell & Wishaw Citizens Advice Bureau
Person Specification
	
	Essential
	Desirable

	Qualifications
	Relevant vocational qualification and/or training

Good standard of general education
	Evidence of CAB training/qualification

Relevant Administration/project Management Training

	Experience
	Experience in provision of effective administration support in the office environment

Experience of co-ordinating projects across a range of locations
Experience of managing appointment system and coordinating outreach venues.
	Experience of working with volunteers; in the voluntary sector as paid member or/and volunteer

Experience of reporting to funders

Experience of supporting people with mental health conditions. 


	Skills, Knowledge  and Attributes
	Ability to monitor progress against objectives and working with a range of partners. 

Ability to collect, analyse and present project data. 

Ability to set up and use systems to collect, collate and share information about project achievements and outcomes.

Proven organisational and administrative skills

Excellent verbal and written communications skills

Ability to prioritise, complete deadlines and multi-task

Ability to manage your own workload and work on your own initiative

Ability to work as part of a team

Excellent verbal, written communication and IT skills  

Ability to use IT applications to record statistics, produce documents and training materials and keep accurate project records.
Good interpersonal skills 

Ability to plan and co-ordinate events 


	Statistical recording for evaluation/monitoring.

Ability to establish good relationships with other agencies

Flexible working approach


	Values and Attitudes


	Understanding of and commitment to the aims and principles of the CAB service and its equal opportunities policies.

A willingness to learn and develop and reflect on practice. 

Ability to monitor and maintain own standards.


	Proven ability to work within a community development or volunteer setting

Commitment to equality of opportunity

	Other
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