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RIMARY CARE MENTAL HEALTH & EDUCATION




JOB DESCRIPTION
Post Title: 

Development Worker
Salary: 

Up to £40 K
Responsible to: 
Board of Trustees
Accountable to: 
Primhe
Terms:
18 month contract (potential to extend depending on    funding)

Key Relationships: 
Chair, Contracted Workers Partners and Stakeholders. 
1.   JOB PURPOSE
Primhe (primary care mental health and education), was established to promote the brain-mind and its attendant 'mental' strings in the primary care setting.   The charity was incorporated in June 2001.  Primhe was special in espousing a 'bubble-up' (as oppose to top-down) approach to its work, with its key objective to enable and support existing positive practice, practitioners and staff in primary care and community settings. This will be achieved by Primhe’s strategic vision: Finding: Good work, good people doing it and good evidence; Collecting and Collating: Information, contacts and evidence; Connecting: People, communities and organisations, by brokering relationships; Nurturing: Enthusiasm, skills and talent; Educating: People, communities and organisations; Disseminating: Information, materials and resources; Endorsing: Good work, by good people using good evidence.   The post holder will, under direction of the Board of Trustees, implement the vision of Primhe, support the management of the charity  whilst coordinating existing and new projects managed by the charity. 
2.  MAIN DUTIES & RESPONSIBILITIES
2.1   Service Development
i. To implement the vision of Primhe as set out by the Board of Trustees

ii. Networking and promoting the work of Primhe at a national level, networking with existing and potential partners; providers; commissioners and strategic groups
iii. To seek out fundraising opportunities and coordinate/lead on the fundraising processes to maintain the function of Primhe
iv. To facilitate and contribute to the continued development of a strategic business plan for Primhe and to monitor its effectiveness and implementation

v. To prepare policy documents for consideration by the committee and       implement approved policies across Primhe
vi. To ensure that the Primhe takes an active part in key local and national strategic planning initiatives which affect its objectives, work and service users

vii. To ensure the involvement of service users, their families and carers throughout the Primhe’s planning,    commissioning and provision of activities
viii. Maintain awareness and knowledge of mental health ‘marketplace’ and network with key thinkers, providers and purchasers
ix. Maintain up to date awareness and knowledge of key national strategies relating to Primhe’s objectives.  Understand relevant policy and legal frameworks and how they affect Primhe.  Translate national policy into local action plans as required
x. Organising, administrating and facilitating conferences
2.2   Current Projects
Overseeing the delivery of current projects e.g. Paving the Way, Growing the Territory and The Special Interest Course at Staffordshire University. 
i. Ensure supervision and management arrangements are in place for all elements of service delivery

ii. Adhere to all clinical policies and procedures necessary to perform the role
iii. Ensure governance procedures are in place within the individual projects managed/provided by Primhe

iv. Undertake lead responsibilities for identified areas within projects, from time to time and to act as lead specialist on specific projects
v. Support and develop systems for obtaining, analysing, sharing and using information to support decision making regarding current and future projects
vi. Implement and maintain the risk management register and risk assurance frameworks, collating and maintaining information to prepare reports to the Board of Trustees
vii. Working with the Board of Trustees, further develop and implement a process for monitoring and regular reviews of Service Level Agreements with commissioners, fundholders and project providers.
2.3   Education and Training
i. To take part in supervision, personal development and appraisals
ii. To provide supervision and appraisals for employed staff

iii. Take part in necessary education/training programs to maintain core professional competencies

iv. To present to both small and large audiences, representing Primhe both locally and nationally

2.4   General 
i. The post holder will be responsible for the Managerial aspects of the services within Primhe, including staff management, internal management arrangements and all aspects relating to the governance of the service

ii. Ensure that all policies and procedures are developed and implemented for the safe running of the charity
iii. Ensure that the management of staff adheres to all organisational HR policies and procedures

iv. Assisting in the development and implementation of all governance arrangements for the charity
v. Ensure that all reports required locally are produced and submitted on time

vi. Develop a communications plan so that all internal and external stakeholders are informed about the charity, and its delivery of projects

2.5    Professional
i. Ensure the maintenance of standards of practice according to the organisation and any regulating bodies

ii. Ensure that all aspects of confidentiality relating to both the service and individuals are maintained at all times
iii. Participate in individual performance review and respond to agreed objectives
iv. Ensure that all staff are aware of and adhere to all professional standards expected in the service

3.   WORKING CONDITIONS

· The post holder will normally work Monday – Friday during normal working hours. Occasional requirement to work flexibly outside these hours, regular travel to external meetings nationally and over night stays maybe required
· No regular extreme working conditions are expected

· Frequent use of keyboard and VDU equipment on a daily basis. Often sitting for long periods and driving to other locations
· Frequent requirement for prolonged concentration where the work pattern is unpredictable with a requirement to switch tasks to deal with queries and requests for information by the Board or other external parties
· Occasional requirement for prolonged concentration when assessing the application of guidance or policy, or when an active participant in meetings
· The postholder will be expected to manage his/her own workload, work for long periods of time unsupervised and work in various locations

· The postholder will work a considerable amount of time from home

4.  TERMS AND CONDITIONS OF SERVICE

PAYBAND:


METHOD OF PAYMENT:
Monthly by bank credit transfer

HOURS OF WORK:
Flexible working at an average of 37.5 hours per week.
HEALTH ASSESSMENT:
This post is subject to a satisfactory 






pre-employment health assessment.

TERMS AND CONDITIONS:
All terms will be agreed by the Board of Trustees and may be amended from time to time.

Successful applicants will be required to complete a Criminal Records Bureau (Disclosure) application form.

5.
REHABILITATION OF OFFENDERS ACT 1974

Because of the nature of this work, this post is exempt from the provisions of section (42) of the Rehabilitation of Offenders Act 1974 (exemptions) Order 1975. Applicants for this post are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provisions of the Act and in the event of employment, any failure to disclose such convictions could result in disciplinary action or dismissal. Any information given will be completely confidential and will be considered only in relation to an application for a position to which this order applies.

6.
DATA PROTECTION ACT

All members of staff are bound by the requirements of the Data protection Act 1998 and any breaches of the Act or of the confidential nature of the work of this post could lead to dismissal.
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