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	Post:
	Linkworking Project Coordinator

	Accountable to:
	Linkworking Manager

	Managed by:	
	Linkworking Manager

	Responsible for:
	N/A

	Hours:
	12 hours per week 

	Pay
	£7,280

	Length of Contract:
	The post is offered on a fixed 1 year contract subject to funding.

	Based at: 
	Based mainly at Orchard House, 15A Purley Road, South Croydon, CR2 6EZ, although required to work at other sites within Croydon as requested by the Manager.



Purpose of Post:
Our Linkworking Project requires a Project Coordinator to support the Linkworking Manager in developing and expanding upon the success of the Hear Us Linkworking Project. The post holder needs to be flexible to the needs of Hear Us, its projects, staff support and our service users
Hear Us are funded by Croydon CCG through OneCroydon and other grant funders when available.
Duties:
1) The post holder will assist the Linkworking Manager in their role.
2) The post holder will deputise in the absence of the Linkworking Manager, supported by the Deputy Chief Executive Officer
3) The post holder will assist the Linkworking Manager with monitoring Linkworking sessions  
4) The post holder will attend monthly Linkwork Champions meetings
5) The post holder will prepare and attend Linkworker bi-monthly Team Meetings
6) The post holder will take minutes of Linkworking meetings and distribute them to all Linkworkers
7) The post holder will gather equal ops monitoring and feedback on Linkworking sessions from service users
8) The post holder will assist the Linkworking Manager with Linkworker Training 
9) The post holder will ensure that Linkworking sessions are regularly occurring and that our Linkworkers are rotated accordingly and report any issues affecting the rota to the line-manager
10) The post holder will ensure their availability in Linkworking Manager’s absence 
11) The post holder will ensure working hours are coordinated with Linkworking Manager to ensure availability to Linkworkers during Linkworking hours 
12) The post holder will assist the Linkworking Manager in managing the Linkworking rota and calendars 
The post holder will assist the Linkworking Manager and Deputy CEO with producing reports including: annual report, quarterly reports for South London and Maudsley NHS Trust, the CCG, Hear Us Trustees, and any other reports as required by funders.
13) The post holder will perform general administrative tasks as directed by the Linkworking Manager
The post holder will attend supervision and identify own training and support needs with supervisor.
14) The post holder will develop and maintain a healthy working practice for yourself by having clear personal and professional boundaries.

Person Specification
Outlined below are the skills, knowledge and experience required to carry out the duties on the job description. Applicants must be able to meet all the essential criteria. Meeting the desirable criteria will be a further asset. Please bear all the criteria in mind when completing your application form and make sure that you give examples and demonstrate that you meet the criteria.
Essential Criteria:
Candidates must be able to demonstrate that they have:
1. A proven ability to demonstrate a commitment to the service user empowerment and to user-run services.
Ability to communicate and engage effectively with people from a wide range of backgrounds, including mental health service users in distress, commissioners, service providers and other professionals using presentations, face-to-face contact, virtual platforms and in writing.
Experience of promoting equal opportunities of all people who experience discrimination and its effects.
Ability to write reports and put together publicity material for different audiences.
Competent IT skills and a commitment to training including Outlook, Internet Browser, MS Word, MS Teams, Access, and Excel
An empathetic, patient and non-judgmental attitude 
Experience of promoting equal opportunities of all people who experience discrimination and its affects.
Time management and organisational skills
Ability to work to own initiative and to contribute to team working.
Demonstrate and understand Hear Us equal opportunities policy.

Desirable Criteria:
1. At least one year’s experience of the Hear Us Linkworking Project or similar peer support project.
1. Personal experience of mental distress and/or personal experience of using the mental health system as a service user. 
1. Experience of working in a user-run organisation.
1. Knowledge of the mental health service users and survivors movement and its impact on mental health in the UK.
1. Knowledge and experience of working in the voluntary/community sector

The Hear Us Board of Trustees may review this job description in consultation with the Linkwork Manger and the Chief Executive Officer. The job description is not an exhaustive document and may be subject to change or revision in the future. This will be done in consultation with the post holder.



APPLICATION FORM

Please complete and return to above address 

Application for the post of: Linkworking Coordinator

SURNAME (or family name): 								

FORENAME: 											

ADDRESS: 




POST CODE:											 
HOME TEL NO: 											
MOBLIE NO: 											
E-MAIL ADDRESS:										

                                                     


                        
                            


                        





















































	
RELEVANT QUALIFICATIONS AND COURSES

	TITLE OR NAME
	DATE
	PLACE

	
	
	



Please feel free to elaborate on this in your personal statement
	RELEVANT  EMPLOYMENT
Include any Voluntary Work or Experience that may be relevant

	Name & Address of Employer
	Position and Duties
	Date From
	Date To
	Vol / Paid

	
	
	
	
	



Please feel free to elaborate on this in your personal statement


PERSONAL STATEMENT

Please use the Person Specification and Job Description to tell us what specific experience you have that will be helpful for this post (in no more than 500 words, please use additional pages if necessary)











































REFEREE

Please give contact details for 2 people who will be willing to give you a reference. We would prefer one to be your last or present employer but if this is more than 2 years ago, it may be more relevant to give us details of someone who knows you well. Referees will be contacted after interview.

	REFEREE 1
	
	REFEREE 2
	

	Name
	
	Name
	

	Position
	
	Position
	

	Address
	
	Address
	

	Tel No
	
	Tel No
	



Please state any dates that you are not able to attend for interview: 


How much notice do you need to give before commencing work with us? 


Where did you hear about this post? 							

As a mental health service user group, we are interested in employing people who have dealt with their own emotional distress, or have coped with their own mental illness.  Have you, either currently, or in the past, had a mental illness, or experienced a period of acute emotional distress with which you have needed help?  Yes/No

If yes, then please describe

Thank you for applying for the post.  You will be notified in writing if you are selected for interview.

Equality and Diversity Monitoring Form

Hear Us has a commitment to equality and diversity and would appreciate your help to ensure we meet this commitment by filling out this form.

	ETHNICITY:

	Asian or Asian British:
	Bangladeshi  Indian  Pakistani 
Any other Asian background 

	Black or Black British:
	Caribbean  African  
Any other Black background

	Chinese or Chinese British  
	Other ethnic group 

	Mixed:
	White & Black Caribbean 
	White & Black African 

	
	White & Asian 
	Any other Mixed background 

	White:
	English, Welsh, Scottish, Northern Irish or British    Irish 

	
	Gypsy or Irish Traveller 
	Other White background 

	GENDER
	Female   Male   Transgender    Non-Binary  

	SEXUALITY:
	Heterosexual   
Bisexual    
	Gay   Lesbian   Other  

	IMMIGRATION STATUS:
	


 
THANK YOU FOR COMPLETING THIS FORM.
