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Assistant to Chief Executive/General Manager
Main Aim of Post
To provide support to the CEO of Wiltshire Mind through day to day management support.  The role will involve managing day to day office issues, management of our services, overseeing and organizing work, administration, creation of new projects/services, promotion of the organization. The post holder will need to be ‘multi skilled’ with secretarial/administration skills alongside organizational/management skills.

Main Responsibilities and Duties
· Work collaboratively to assist the CEO in the day to day running of the organization.

· Work with CEO to develop the vision and plans for Wiltshire Mind translating into day to day practice. 

· Manage our services ensuring staff coverage.

· Undertake development work on new projects or initiatives as agreed, whether as part of Wiltshire Mind’s activities or in partnership with other organisations.

· Review current services and create new services with CEO subject to funding
· Liaise with fundraiser to gain income to support new projects
· Help identify and pursue relevant sources of revenue from income generation, contractual work or fundraising from statutory and non-statutory sources.

· Investigate new business opportunities 

· Prepare bids and tenders, implementation/project management if successful

· Enhance quality assurance, organisational systems and record keeping and their contribution to effective monitoring and evaluation throughout the organisation.

· Ensure organization meets the Mind Quality Mark

· Manage Mental Health Awareness training service with CEO. 

· Oversee/monitor the Gift Aid process, promoting where possible

· Negotiate contracts for services to us 

· Gain ‘goods and services in kind’ from local businesses

· Create new policies and procedures in line with new legislation, review current policies

· Ensure data protection within organization is adhered to, confidentiality and care is taken to ensure no risk of breach

· Ensure all renewals are actioned and we are getting ‘best value for money’ through review of contracts

· Ensure legal obligations such as fire equipment testing is carried out

· Ensure effective communication with staff and volunteers to secure their full participation in the delivery and running of the organization

· Ensure office cover and staff cover, this may include covering roles in other areas of the organization.

· Create press releases

· Control and post on social media

· Control and administer the website, ensuring up to date and informative

· Network externally, create new working partnerships and nurture existing

· Work with CEO to recruit staff as necessary, create adverts, place advertisements, create job descriptions, manage/produce contracts, offer letters, references

· Interview new staff if required with support from (trustees, CEO, client member)

· Take HR advice from Peninsula when necessary and create paperwork in line with advice

· Control organization HR, deal with day to day staff issues

· Deal with client issues brought to your attention, provide support, signposting and individual help to those in distress

· Take the decision to escalate to higher level, concerns re clients (duty of care/safeguarding) and raise alarm as necessary – take responsibility

Other Duties 

· Duties may vary from time to time and the post holder may be required to carry out other duties in consultation with the CEO.  This may involve working outside of normal office hours.
	Person Specification

	Factor


	Essential


	Desirable


	Qualifications

5 GCSEs at grade A – D (or equivalent).

Health and Safety Qualification

Management/administration qualification 

Driving licence
	X
	X

X

X



	Relevant experience

Experience in general administration role

Experience of Managing volunteers and staff

PA or other suitable experience
	X

X
	X

	Aptitude, skills and abilities

Communication and organisational skills

Understanding / knowledge of Common Mental Health conditions

Effective organisational and time management skills

Understanding / knowledge of emotional and mental distress

Excellent verbal and written skills.

Knowledge of other support organisations in Wiltshire, ability to signpost (some training will be provided)

Delegation skills

Ability to problem solve
	X

X

X

X

X

X

X

X
	

	Personal attributes

Excellent interpersonal and communication skills 

Team Working, working with wide ranges of people of differing backgrounds, knowledge levels, and points of view

Actively seeks challenge and can work unsupervised

Detail oriented
	X

X

X

X
	

	Disposition

Positive attitude

Passion for Results

Customer Focus

Discrete and conscientious

Flexible and adaptable
	X

X

X

X

X
	


Note: This job description is not intended to be all inclusive. The role may require that the manager perform other related duties as negotiated to meet the ongoing and changing needs of the organisation. 

	Wiltshire Mind Values 


	In addition to job role competencies Wiltshire Mind values are embedded in all roles. Therefore, all employees will be expected to review the Wiltshire Mind values document and ensure they understand how the values apply to their role and the wider organisation.

	Open
	

	Together
	

	People who are experiencing mental distress drive all we do
	

	Our independence ensures our integrity and confidentiality
	

	We will challenge discrimination and campaign for better Mental Health
	


Please note: All employees of Wiltshire Mind are required to undertake mandatory health and safety, data protection and Equality & Diversity Training. All statutory checks governed by Wiltshire Mind’s needs will need to be completed before commencing employment.
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