Self Help Services
Job Description – Community Services Administrator 
Main purpose of job

To provide administrative support to the Community Services Team   
Main duties

Community Services Duties – Service Specific

1. Sending out application forms and information on the various services

2. Setting up and managing the Community Services Databases and inputting monthly data
3.  Managing bookings for acupuncture service including liaising with clients and ensuring client packs are organised and up to date

4. Ordering supplies for acupuncture service 

5.  Managing the administration for the structured courses including producing materials, organising client packs/course file, faxing GP approval letters etc
6. Assisting with recruitment and selection of facilitators/practitioners for Community Services posts

7. Contributing to quarterly reports  

8.  Facilitating drop-in self help groups on a relief basis

Community Services Duties - General
1. Managing the post and main Self Help Services’ email
2. Answering the phone and managing all office enquiries (both phone and email)
3. Disseminating newsletters/information bulletins to SHS team via e-mail
4. Keeping abreast of local/national developments within mental health

5. Filing, managing administrative systems, photocopying, fax.
6. Putting together information packs for meetings, new starter inductions, external events etc.
7. Typing documents and letters as requested

8. Ordering stationary and other supplies and monitoring usage

9. Gathering monitoring information and helping compile monitoring reports including keeping a log of enquiries made via email/telephone etc.
10. Updating the Self Help Services’ website 

11. Scheduling meetings & organising refreshments

12.  Organising room bookings

13.  Producing minutes for meetings & disseminating to SHS Team

14.  Reporting repairs and monitoring contractors compliance

15.  Organising and attending external events to raise the profile of Self Help Services

General Work Related Expectations 
1. To work within The Big Life group’s Values

2. To contribute to the development of The Big Life group

3. To work in accordance with all policies and procedures of The Big Life group

4. To identify and attend training as required

5. To work in accordance with all legislation

6. To undergo regular supervision and appraisal

7. To undertake any other duties as required and appropriate to the post.
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