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Job Description and

Person Specification
POST TITLE:
Healthy Minds Network Coordinator
DURATION:               Permanent, subject to an initial 6 months probationary period
HOURS OF WORK: 
35 hours per week, to be worked in accordance with DVVA Conditions of Service 
SALARY: 
Grade 4 (£25,979 – £28,866) 
PURPOSE OF POST:
To facilitate and support support active engagement and involvement of people with lived experience of mental health challenges in planning, delivering, and evaluating mental health and wellbeing services and supports for people living in Dundee. 

To ensure voices of lived experience are heard in service design, strategic planning and commissioning arenas relevant to the mental health and wellbeing of citizens of Dundee. 

MAIN DUTIES:


Engagement

· Establish, develop, and sustain productive working relationships with people who have lived experience of mental health challenges and with associated support and treatment agencies and organisations.
· Develop and maintain effective professional networks to support Healthy Minds Network outreach activities across the city, targeting under-represented groups.

Dundee Healthy Minds Network

· Support, facilitate, and develop Dundee Healthy Minds Network in line with Terms of Reference agreed by its members.

· Create and promote opportunities for Dundee Healthy Minds Network and associated groups to identify and articulate their needs, issues, and priorities and to influence the matters that are important to them.

· Build the capacity of Healthy Minds Network to help shape the future of mental health recovery in Dundee.

Partnership Working 

· Promote, advocate for, and facilitate involvement of people with lived experience of mental health challenges in mental health and wellbeing care, treatment, and recovery initiatives. 

· Ensure Dundee Healthy Minds Network is represented at strategic levels, so that the views and interests of people with lived experience of mental health challenges shape the future of better mental health services and supports.

· Support and contribute to collaborative partnership working which seeks to deliver better outcomes for people living with mental health challenges in Dundee.

Contribute to developing and delivering DVVA’s Mental Health and Substance Use Team Plan

· Provide line-management support to staff assigned.

· Use IT systems provided to maintain accurate records of all work undertaken.

· Monitor, evaluate, and report work undertaken, capturing its impact on individuals, communities, and the city.

· Actively and constructively participate in team meetings and activities.

· Contribute to shared initiatives as assigned. 

· Work with team colleagues to ensure our plan and its delivery reflects the needs of individuals, organisations, and communities. 

· Strive to maintain good practice in co-production.
OTHER DUTIES

The job description is a broad picture of the post at the date of preparation.  It is not an exhaustive list of all possible duties as it is recognised that jobs change over time.  Should the duties change radically then the post and grading will be reviewed.

CONDITIONS OF SERVICE

· These are set out in the organisation’s staff handbook.
· All staff meeting the qualifying criteria may join a defined contribution pension scheme provided by TPT Retirement Solutions. 

· The organisation has an equal opportunities policy and seeks to be an equal opportunities employer.
ANNUAL LEAVE: 21 days per annum on appointment increasing each year by 1 day to a maximum of 25 days, plus 6 public holidays, plus 5 days Christmas closedown. Pro-rata for part-time staff. 
LOCATION: Our main office is based in Dundee city centre and we also have community hubs in Lochee and Whitfield. There may be the opportunity for hybrid working depending on role and duties.
TRAINING: Staff may make application to pursue appropriate training. 
JOB DESCRIPTIONS are reviewed from time to time.
Person Specification
	
	Essential 
	Desirable 

	Professional/Educational Qualifications
	
	

	Qualified to degree level or equivalent relevant experience
	Yes
	

	
	
	

	
	
	

	
	
	

	Knowledge and Experience
	
	

	Experience of managing staff
	Yes
	Yes

	Experience of 1:1 and group working with vulnerable adults
	Yes
	

	Interagency partnership working
	Yes
	

	Evidence previous success in community development
	
	Yes

	Knowledge of mental health and wellbeing
	Yes
	

	
	
	

	
	
	

	
	
	

	
	
	

	Skills and abilities
	
	

	Excellent communication and negotiation skills
	Yes
	

	Every day IT skills, including in the use of Microsoft Office
	Yes
	

	Project management skills
	
	Yes

	Ability to enthuse and motivate others
	Yes
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Personal Qualities
	
	

	Well organised
	Yes
	

	Self-motivated and energetic
	Yes
	

	A collaborative team worker
	Yes
	

	
	
	

	
	
	

	
	
	

	Additional Job-Related requirements
	
	

	Satisfactory PVG check 
	Yes
	

	Flexible working which may include evening and occasional weekend work
	
	Yes

	Ability to move easily around the city
	Yes
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