TOUCHSTONE - LEEDS

JOB DESCRIPTION

COPRODUCTION ADMINISTRATOR – LEEDS MENTAL WELLBEING SERVICE

Grade:		NJC Scale Points 7 – 11, starting at £20,092 pa/pro rata
Hours:	30 hours per week
Responsible to:	Coproduction Coordinator 
Employing body:	Board of Touchstone
Location:		Across Touchstone

BACKGROUND 
Touchstone is part of the new Primary Care Mental Health Service (PCMHS) for Leeds the Leeds Mental Wellbeing Service (LMWS).  This exciting new partnership will mobilise and deliver an integrated service to offer primary care based mental health support for people with mild to moderate common mental health problems.  Together, our partnership will help thousands of people in Leeds to increase their resilience and live their best lives within their community. The service comprises:
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PURPOSE OF THE JOB

To provide administrative support to the staff and management of Touchstone LMWS.  To undertake administration including responsibility for identifying, developing and maintaining administrative systems for the service and the organisation. To carry out general admin duties, including, and assisting other admin staff.  To support the manager(s) with the health and safety of the office.   

The post holder will be part of the Central Admin Team and will be required to carry out administration duties to contribute to the effective operation of the organisation, thereby will be required to work flexibly across Touchstone by working at different sites, which will be determined by work priorities.



KEY TASKS

1. In liaison with Coproduction Coordinator and the managers of the LMWS, to set up and maintain effective filing systems, including both paper and computer files.

2. To design and prepare information for the effective operation of all services including preparation of information/referral packs and administration forms.

3. To communicate and build relationships with service users, members of staff and the wider community to support coproduction.

4. To perform general office duties as necessary, including dealing with incoming and outgoing post, photocopying and filing, reception duties, including receiving and recording of messages, enquiries and acting as first point of contact for visitors. 

5. To type/word-process reports, minutes and correspondence, and to maintain quality control of typed material sent to external agencies. To facilitate communication and ensure there is flow of information through out the rest of Touchstone. 

6. To have responsibility for letter and email based communication campaigns in line with the needs of all the service and organisation. Marketing services e.g. using social media and taking part in promotional events and activities.

7. To carry out employee checks including DBS, right to work and any other appropriate checks as required. 


8. To carry out research, produce statistics, collate information and prepare documents as required for reporting, monitoring, and operational purposes, in liaison with the wider partnership.

9. To apply spreadsheet and database applications, design, develop and maintain record keeping and monitoring systems that meet service needs.  Analysing data for all teams and producing monitoring reports.

10. To administer the impress petty cash system, activity float system and other financial systems, in accordance with Touchstone’s financial procedures, e.g. process weekly reimbursement of the floats. To work closely with all managers to assist in the smooth operation of financial procedures and in operating financial systems.

11. To assist the Team Managers and Coproduction Coordinator in monitoring, planning budgets and expenditure.

12. To have responsibility for the ordering and issue of resources in accordance with the Touchstone’s procedures. To control the issue of stationery, monitor stock levels and order new supplies of stationery for all services.  	

13. To contribute to the administration and maintenance of all teams’ computer network, including liaising with the ICT service and reporting faults, resolving photocopier and phone issues, operating back up and disaster recovery procedures, in conjunction with other Administrative workers.

14. To support staff, students and volunteers in developing computer skills and train them in the use of in-house applications and office equipment.

15. To oversee the work of junior admin staff, students or volunteers working within the same service including supporting them to perform general office duties and covering reception when required.

16. To support staff, students and volunteers in developing computer skills and train them in the use of in-house applications and office equipment.

17. To service relevant meetings, including booking of rooms, preparing refreshments, preparation of meeting papers and taking minutes of meetings and acting upon any follow up action. Meetings will take place within and outside normal office hours

18. To provide admin support, including administering the staff recruitment process. 

19. To assist in maintaining Health and Safety for the buildings, including carrying out health and safety checks (e.g. weekly fire test, gas, alarms, security, keys), organising building, front garden, office and equipment repairs. 

20. To undertake any additional tasks delegated by all managers and administration mangers in line with the scope of the role. 

21. To work to actively combat mental health inequalities, applying your knowledge of the social determinants of mental health in Leeds, and how some communities are at greater risk of poorer mental health.

LMWS ADMINISTRATION	

1. To oversee the use of the Training rooms and provide refreshments for training sessions taking place at Touchstone LMWS.

2. To assist the LMWS Manager(s) in maintaining the Health and Safety for the building including carrying out health and safety checks and reporting repairs. 

GENERAL

1.	To contribute towards discussions around policies.

2.	To work at all times as part of a team.  This includes working with other staff, attending team and staff meetings and developing a teamwork approach to all aspects of the organisation's work.

3.	To undertake out of hours and weekend work as required by Touchstone.

4.	To be inducted, supervised, performance monitored and appraised in line with the organisation’s performance management policies and procedures.

5.	To be responsible for personal learning and development where appropriate and undertake training, both mandatory and optional, to increase knowledge, skills and awareness.

6.	To participate in the further development of the service and organisation in conjunction with the Team Manager and Senior Management Team, as requested.

7.	To be aware of and employ the general practices of Touchstones health and safety policy and ensure these are adhered to at all times

8.	To operate within the aims, policies and practices of Touchstone at all times and to be committed to and promote the organisation’s equal opportunities and anti-discriminatory policies. 

9.	To ensure information is dealt with in accordance with Touchstone’s policies around Confidentiality, Communications, Internet, Email and Telecommunications and steps are taken to ensure that confidential information is secure e.g. service user data. 

10. 	To ensure that Data Protection, Health & Safety, Complaints Handling and Corporate Governance requirements are met.

11.	To be aware of and employ the general practices of organisational Safeguarding and Health and Safety policies and ensure these are adhered to at all times.

12.	To provide information about Touchstone as a whole and in particular the LMWS to people/agencies interested in the organisation’s work. 

13.	To undertake any other duties as directed by the Team Manager, in line with the responsibilities of this post.
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