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Re-Instate Role Description

	Service
	Re-Instate Employment Service

	Job Title
	W-rap Project Co-ordinator 


	Hours and salary
	21 hours per week (plus unpaid lunch) 
Part-time, until February 2021
£12,000 - £12,500 p/a 

	Base
	Re-Instate Community Hub

	Reports to
	Simon Hart, CEO

	About W-rap
Purpose of Job


	The term W-rap™ stands for Well-being, Recovery, Activity Parcels. A W-rap contains carefully selected and appropriate items to promote Well-being, Recovery and Activity.

The parcels are designed to provide at least five full-sized items associated with The New Economics Foundations’ Five Ways to Well-being to encourage people to incorporate these five actions into their lives.

The W-rap will be produced at the Re-Instate Social Enterprise in Erith.  The Social Enterprise is led and project managed by clients from the Employment Service, who are recovering from mental ill-health.  These opportunities provide people with access to paid work, training, the opportunity to develop new skills and gain valuable real-life work experiences thus improving prospects of future employment.  So working with W-rap not only meets your service user needs but also helps your organisation to contribute towards our local community and social responsibilities.

The post holder will:
· Co-ordinate the W-rap project within Re-Instate to meet the outcomes of the different project funding streams, including ensuring agreed quantities are met.
· To develop and manage a team of volunteers to co-ordinate the W-rap project.
· Provide bespoke W-rap through engaging with customers and by identifying customers’ needs.
· Ensure W-rap promotes the New Economics Foundations ‘5 Ways to Well-being’ which are be active, connect, take notice, learn and give.


Key Activities:
· To find and develop a volunteering team to engage in all aspects of the W-rap project
· To manage the W-rap budget 
· To work with funders to satisfy funding requirements
· To find and develop alternative funding for W-rap including, sponsorship and discounted products 

· To manage the flow of stock within storage constraints 

· To source content material and packaging for W-rap
· To agree schedules and methods of distributing packs to meet the agreed targets
· To develop alternative routes to market for W-rap
· To run focus groups to constantly update W-rap
· To gather feedback information to help evaluate the project

· To present to relevant groups about the W-rap project

· To develop the marketing, branding and online presence of W-rap 
· To represent Re-Instate when engaging with other agencies 
· To attend meetings and networking events
General terms of reference:
In carrying out the above duties the post holder will:
· Work flexibly within an agreed number of hours of work to maintain the most appropriate level of service provision.

· Seek to improve personal performance, contribution, knowledge and skills.

· Participate in appraisal, training and supervision processes.

· Keep abreast of developments in services, legislation and practice relevant to the client group.

· Ensure the implementation of all Re-Instate policies and procedures.

· Contribute to maintaining safe systems of work and a safe environment.
· Undertake other duties appropriate to the grade of the post
	Person Specification


Essential criteria:
· Experience of working with or supporting people with mental health needs.
· Ability to work within a team but also using your own initiative. 

· Evidence of a commitment to service user involvement, development and co-production.

· Experience of evaluating project results.
· Experience of risk assessment and risk management procedures.

· Experience of working effectively with external agencies and building networks.
· Demonstrable administrative and IT skills. 
And the ability to:

· Maintain professional boundaries.

· Solve problems quickly and effectively in a collaborative way.

· Communicate confidently and effectively and adapt communication style and content to 
     meet the needs of the audience.

· Respond flexibly to the demands of the post.

· Manage frustration and the challenges of change management.

· Demonstrate a capacity to work alone effectively and the ability to keep calm under 
     pressure.
· Understand and have a commitment to the principles of equal opportunity and diversity.

· Develop an understanding of the needs and lived experiences of people experiencing 
     mental ill-health.
Desirable criteria:
· Knowledge of local services, businesses, health care and geography in Bexley.
This post is subject to a DBS check at an enhanced level. Amendments: This description accurately reflects the present position; it may be amended and reviewed.  Any change will be made following a proper period of consultation.

For further information please contact: Simon Hart on shart@re-instate.co.uk
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