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Job Description – MHELO and Hub Coordinator 
Summary of the Role
Inclusion Gloucestershire is a respected user-led disabled people’s organisation and registered charity, run by disabled people for disabled people.  
We deliver to a range of diverse projects, all user-led and all with the aim to provide a voice and improve the lives of disabled people. We are seeking someone with a range of project coordination skills who can support us to deliver projects. Co-production will be an integral part of your work, and you will be working alongside individuals with lived experience of disabling barriers. This will need to be factored into project coordination, timescales and delivery.  The role includes line management and supervision of volunteers.
The role will be focussed on coordinating our MHELO (mental health experience led opportunities) project. This is a network for people with lived experience of mental health challenges. You will provide line management support to Expert by Experience staff and volunteers who coproduce our activities. The role will include delivering engagement work in line with the Steering Groups decisions, ensuring the MHELO network is well informed and making sure MHELO has a good online presence.   
The Inclusion Hubs aim to reduce isolation, increase support, improve knowledge, and improve the wellbeing of disabled people and those facing disabling barriers. This role sits within the hubs team and involves coordination of our Cheltenham Hub. As a hub coordinator, you will ensure that there is a varied timetable of meaningful activities, that the hubs are welcoming safe spaces for people with a range of disabilities, that the project worker is well supported in their role, and that the hubs are professionally run-in line with health and safety and safeguarding guidelines. 
The Cheltenham Hub run on a weekly basis from 1pm-3pm, at the Oasis Centre in Cheltenham. We run this in partnership with Cheltenham Borough Council Housing team, and host on alternate weeks. This role also includes providing some planned cover support for our other hubs in Gloucester and the Forest of Dean. 

Job Purpose: To coordinate, plan and deliver the MHELO project. 
To coordinate the delivery the Cheltenham Hub and to deliver the Hub on alternate weeks alongside our partners.
To provide line management support and supervision to our lived experience staff, project workers and volunteers. 
Reports to:  MHELO Project Manager and Hub Project Manager 
Main Duties and Responsibilities
MHELO:
· Coproduce and coordinate engagement activities to gather the experiences of those with lived experience of mental health challenges via consultation, focus groups and events.
· Record and capture information from engagement activities using appropriate frameworks and tools. 
· Coproduce collation and analysis of engagement activities, reviewing with lived experience colleagues and volunteers to reflect the experiences of those with lived experience of mental health challenges.
· Coordinate information sharing through the network to increase awareness and grow membership via social media, email, virtual meetings and face to face.
· Coordinate meetings including supporting with agenda setting, sharing papers before meetings and taking minutes.
· Coordinate and liaise with colleagues and partners to champion innovation, improvement and empowerment.
· Deliver face-to-face activities including Focus groups and events. 
· Work with the project manager to coordinate the Project Plan and have appropriate governance arrangements in place.
· Coordinate marketing, publicity, and engagement with a wider network of individuals and partners, including sharing information from other agencies to raise awareness of other local services.
· Engage, recruit and support people with lived experience of mental ill health to have an active role in the delivery of MHELO.

HUB:
· Work with the Project Manager to develop the Inclusion Hub offer, leading on coordinating the Cheltenham hub.
· Engage with the hub project worker and members to co-design a programme of inclusive activities alongside Cheltenham Borough Council Housing Team.
· Coordinate and develop partnerships with community organisations, and work with external facilitators and educators who can host productive sessions at the hubs. 
· Coordinate and build membership including liaising and supporting members and carers / parents/ professionals as required.
· Coordinate and provide planned and emergency cover for Inclusion Hubs across the county, acting as the ‘responsible person’ running the hub.
· Provide logistical support for project activities including co-ordinating bookings, timetables, sourcing resources and taking enquiries.
· Ensure member information is correct and up to date, stored correctly and complies with GDPR guidance.
· Work effectively with the team and partner organisations keeping them informed of progress and issues as well as working cooperatively and ensuring the quality of stakeholder relationships is second to none.
· Provide occasional ad-hoc cover when possible and identified (notice will be provided by 9am on the day of work.)

Line Management, Supervision and Support:
· Work according to the values of the organisation, promoting a strength-based and inclusive approach in support for your team.
· Line manage Experts by Experience, using a strengths based and inclusive approach, ensuring that team members are fully trained and supported to fulfil their role. This will include providing formal meetings for support and appraisal, approving expenses and managing absence in line with Inclusion Gloucestershire procedures.
· Provide supervision to Expert by Experience volunteers in line with organisational policies and procedures and liaise with the Volunteer coordinator about volunteer involvement with the project.
· Provide day to day support for Experts by Experience with managing diaries, administration duties and facilitation of work tasks.
· Supporting Experts by Experience to identify their skills and training needs.
· Authorise annual leave and other relevant HR processes for identified colleagues.
· Support Experts by Experience to participate as active members in specific groups, events and workshops and ensure the voice of lived experience is amplified.

Administrative:
· Write accurate and comprehensive reports and co-produced recommendations from engagement activities completed.
· Carry out a range of written tasks to support monitoring and evaluation, including recording debriefs, case studies, and member information to support project administration and development.
· Capture data on the number of individuals involved in activities using appropriate framework and tools. 
· Coordinate membership databases, email accounts and social media, including being the first point of contact for the MHELO network.
· Coordinate online and in-person meetings and events.

General:
· Be aware of and act on the need to report safeguarding concerns (training will be provided).
· Advocate for Inclusion Gloucestershire and its projects at meetings and events and within your own appropriate networks.
· The role requires an ability to travel both within and outside the county.  Any vehicles or drivers used will need to be insured for business purposes.
· This role profile is not exhaustive and may be subject to change to meet the operational needs of the organisation. 
· The role requires an Enhanced Disclosure and Barring Service (DBS) check.
· This role may require some evening and weekend work 

Essential Skills/Experience/Attributes
N.B. Those items marked * will be used as shortlisting criteria for this post
· Able to work on Wednesday mornings and Thursday afternoons. *
· Experience of supporting or working with people with mental ill health. *
· Understanding of what good and not so good quality looks like in mental health care and support services. *
· Understanding of legislation and policies relevant to the provision of accommodation and support to people e.g. CQC, NICE, Mental Health Act etc.*
· [bookmark: _Hlk39731933]Understand the social model of disability*
· Able to plan, manage workload, prioritise tasks and meet deadlines and support others to do so*
· Proven ability to plan and coordinate engagement activity, meetings and events including confidence in running activities alone*
· Able to keep clear notes and reflect on and analyse feedback, reviewing for themes*
· Trustworthy and able to manage confidential information. *
· Able to travel independently around the county*
· Able to work flexibly with some evening and weekend work*
· Excellent communication skills and ability to easily build rapport with individuals, staff, managers and partners
· Able to work in a flexible manner, with a proactive and solution focused approach to overcoming obstacles.  
· Able to coordinate a range of people with varied skills and experience.
· Proven ability to meet deadlines in a fast-paced environment.  
· Ability to manage potentially difficult conversations including defusing tension and conflict management/resolution.
· Understanding of key Safeguarding and Health and Safety principles.
· High standard of written English.
· Excellent IT skills, including confidence in arranging video call meetings using Zoom and Microsoft Teams and supporting experts by experience to use this technology.  Confident with Excel, Word and Powerpoint and use of Facebook and Instagram for engagement.
· Willing to learn.
· Friendly, caring and understanding.
· Experience of supporting or working with disabled people
· Able to communicate with disabled people who may communicate without words.
· Able to work in a flexible manner, with a proactive and solution focused approach to overcoming obstacles.
· Confident running activities alone and able to work without supervision
· Positive, resilient, calm and able to use initiative.
· Able to manage potentially difficult conversations including defusing tension and conflict management/resolution.
· Excellent communication skills and ability to easily build rapport with individuals, staff, managers and partners
· Able to show empathy and active listening skills
· Trustworthy and able to handle and manage confidential information
· Reliable*

Desirable Skills/Experience
· [bookmark: _Hlk39732117]Experience of a range of support services for people with disabilities, mental ill health, autism. This could be in the role of staff, management, family/carer or as a disabled person.
· Experience of supporting or working with people with disabilities.
· Ability to communicate with people who may not communicate verbally.
· [bookmark: _Hlk503861155]Previous experience of line management.
· Understanding of safeguarding and health and safety (training will be provided)

[bookmark: _Hlk507078192]Values and Personal Beliefs

Inclusion Gloucestershire is driven by its values, at the heart of all that it does. Teams are expected to share and demonstrate these values:

· We are a user-led organisation, driven by the social model of disability, which sees people as disabled by society rather than by their impairment or difference.
· We make sure everyone is meaningfully involved and included

· We empower choice and control through peer leads and place experts by experience at the forefront of our delivery

· We challenge when things aren’t right and give people facing disabling barriers a strong voice

· We believe it is right to treat people fairly and always behave in a way that is honest and trustworthy even when nobody is looking

· We are a caring and professional organisation who work together towards shared goals

· We work in partnership to deliver exciting new ideas and support each other, our members and our community.

We are proud to have been recognised with an Inclusive Employer award but realise that people from some backgrounds are under-represented in our workforce and across the wider charity sector. A more diverse workforce will enable us to deliver even more impact and we particularly encourage applications from communities which are currently underrepresented. This includes people from ethnically diverse communities, people with lived experience of disability or mental ill health, and people who are neurodiverse.

This role isn’t funded by National Lottery funds, or any other funds raised through the proceeds of a lottery, gambling or through interest or investments.
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