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Advocacy Support Officer
Job Description and Person Specification

Job Title:


Advocacy Support Officer
Accountable to:

CEO 

Responsible to:      
 Advocacy Service Coordinator, who reports to the Operational Director for Advocacy

Working hours:

Part time 22.5 hours per week across 3 days
Contract Term: 

Post is funded until 31 October 2026 
Salary:
 

NJC SCP 5 -10, currently £25,214 - £27,259 per annum inclusive of
Inner London Weighting. Based on NJC Scp 5 at 22.5hrs is £15,128.40 pa (Inc ILW)
       Location:     

Mile End Hospital, London E1 
Closing Date: 

22nd January 2024


Interviews:

31st January 2024

Overview

Mind in Tower Hamlets, Newham and Redbridge (MindTHNR) operate a range of services including Advocacy, Mental Health support, Talking Therapies, Employment and Advice and Information.  
We celebrate diversity amongst our staff, clients and communities and actively promote anti-racist and anti-discriminatory practices throughout our organisation. 

Overall Purpose of the Post


The Advocacy Support Administrator plays a key role in the Tower Hamlets Independent Mental Health Advocacy Service. Working together with the advocates, the post holder will be responsible for the managing any calls into the service and reviewing answer phone messages. You will deal with enquiries over the telephone and face to face, providing information on our services to the general public and clients. You will provide some administrative support to the advocacy staff.

Your role will support the advocates by completing referral forms and entering details on to the database and taking messages.  You will also support the team to follow up with outcome monitoring and ensuring that information about our service is promoted throughout the London Borough of Tower Hamlets.

Adopting our Organisation culture

We have a strong reputation for delivering high quality services and achieving positive outcomes.

Our practices are underpinned by our Professional Code of Ethics, Code of Conduct and organisational values. We expect everyone to embrace our culture, ethos and our anti-racist, anti-discriminatory and inclusive practices throughout their work.
Key Responsibilities
· Provide information on Mind in Tower Hamlets, Newham and Redbridge’s Advocacy services to clients and the general public from a diverse range of backgrounds and cultures over the telephone and face to face.


· Welcome visitors and clients who may approach the service office and direct as appropriate.
· Take information from caller if they are a new referral to the service and hand over to the appropriate advocate to take on.
· Ensure service users have access to the full range of information they need in order to be able to make informed choices about their care and to exercise their rights. 

· Check voicemail messages daily and pass any queries on to the relevant member of staff, answer telephone calls and direct as appropriate.

· To promote self-advocacy, supporting service users’ understanding of the choices open to them, enabling them to express their views and opinions and their active involvement in the decision-making process regarding their mental health.

· As part of the Advocacy team to promote the integration of Independent Mental Health Advocacy and community advocacy within the mental health services.

· To offer information and advice on mental health advocacy to other voluntary sector organisations in Tower Hamlets,

· Provide a service that is based on sensitivity and respect for clients.


· Maintain confidentiality regarding clients and their contact with Mind in Tower Hamlets, Newham and Redbridge.

· In unification with the Advocacy team ensure that the service provision works in accordance with and promotes the needs of Black and Minority Ethnic communities, taking into account gender, racial, sexual, cultural and language diversity, developing and maintaining effective joint working relationships with professionals (including health, social services and voluntary agencies) to ensure awareness and understanding of self-advocacy.
· To offer information and advice on mental health advocacy to other voluntary sector organisations in Tower Hamlets, Newham and Redbridge.
· To be compliant with our complaints and safeguarding policies and procedures.

· Work as part of the team to ensure that service provision works in accordance with and promotes the needs of Black and Minority Ethnic communities, LGBTQ+ and seldom heard communities to ensure that services are inclusive and accessible.

Administration

· Open and distribute mail to staff

Input client information onto database


· Provide general administrative support to the advocacy team


· Monitor stocks of leaflets for the advocacy services and inform Advocacy Service Coordinator should additional stocks be required.

· Monitor stock levels of photocopying paper and other stationery requirements and re-order as required within the budget agreed.

Duties required of all staff:
· Attend and participate in relevant meetings and give reports/presentations when required.

· Comply with, promote and contribute to the development of Mind in Tower Hamlets, Newham and Redbridge’s ‘Philosophies and Aims’, its equal opportunities and all organizational policies. 

· Attend appropriate internal, external training courses, supervision and staff team meetings and away days.

· Work as part of a team towards ensuring effective user participation within the service.

· Other than where central administrative support is available, to be administratively self-servicing.
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Advocacy Support Officer
Person Specification

Outlined below are the experience, skills and knowledge required to carry out the tasks in the job description.  Please ensure that you use examples to demonstrate that you meet each individual criteria within the application form.

	No.
	
	Essential/Desirable

	Experience



	1. 
	Substantial and demonstrable experience of working in an office environment.

	E

	2. 
	Substantial and demonstrable experience of providing reception services either in a health or social care setting.

	E

	3. 
	Demonstrable and substantial experience of using IT systems. 


	E

	4. 
	Demonstrable experience of implementing administrative policies and procedures in a busy environment.
	E

	Knowledge



	5. 
	Ability to user Microsoft Office software, including Teams and to be administratively self-servicing 
	E

	6. 
	Understanding of mental health issues or a willingness to learn. 


	D

	Abilities & Skills



	7. 
	Ability to work as part of a team and on your own initiative
	E

	8. 
	Excellent organisational skills with ability to prioritise and manage own workload
	E

	9. 
	Excellent interpersonal skills and the ability to communicate effectively and appropriately with service users, other professionals and colleagues
	E

	10. 
	Excellent written and verbal communication skills


	E

	11. 
	Ability to keeping records and writing clear and concise case notes and the ability to pay attention to detail.

	E

	12. 
	Good telephone manner, remaining helpful and calm at all times.

	E

	13. 
	 Ability to engage and communicate effectively with a diverse range of people who may be experiencing distress.  
	E

	14. 
	Ability to work under pressure.

	E

	15. 
	Ability to access relevant signposting information.

	E

	16. 
	Flexibility and willingness to work as part of a team.

	E

	17. 
	Understanding of and commitment to supervision, ongoing development and training relevant for the post
	E

	18. 
	Understanding of and demonstrable commitment to equal opportunities, anti-racist and anti-discriminatory practices
	E

	Personal Circumstance/Attributes



	19. 
	The ability to handle competing priorities and a challenging workload
	E

	20. 
	Excellent judgment and problem-solving skills.
	E

	21. 
	Commitment to personal development and willingness to regularly update skills and experience
	E

	22. 
	Demonstrable ability to engage with people from all backgrounds and a commitment to Equality, Diversity, and Inclusion practices
	E

	23. 
	A proven track record of taking an innovative and solutions-based approach to challenges, whilst considering the thoughts and experiences of others
	E


All Job Descriptions are subject to periodic review.
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