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Dear Applicant

Thank you for your interest in our current recruitment opportunities.  We have the following vacancy for an:-

Advocacy Administrator

To apply for a position, please refer to the guidance notes in this briefing and the following information available from the vacancy section of the Derbyshire Mind website:- 

· Job Description and Person Specification for the position.
· Equal Opportunities Monitoring Form. 

The closing date for this post is Wednesday 8th March 2023 at 5 pm.

Guidance Notes for Applicants

· Please ensure you read the following before e-mailing your CV and covering letter; it contains important information about the requirements we have.  If you do not meet these requirements, we may not be able to accept your application.  Please specify if you have an up-to-date Driving Licence and access to your own transport in your covering letter, if that information is not already included in your CV.  Please also ensure that your e-mail address, full postal address and mobile/telephone number are included either on your CV or in your covering letter.  If you require any additional information, please contact us at recruitment@derbyshiremind.org.uk 
· If you wish to be considered, your CV and covering letter must be returned by the specified closing date and deadline.  Please note that we will not be able to accept applications received after the closing date.
· To fulfil our commitment to equality of opportunity we would be grateful if you could complete and return the Equality Opportunities Monitoring Form, along with your CV and covering letter.  This is voluntary, but the data is useful to ensure that we can monitor and ensure we are inclusive in our recruitment processes. 

· In the interests of economy, you will only receive an automatic email to confirm receipt of your application. 

· The decision to select you for interview will be based on the information you provide in your CV, covering letter and as part of our screening process, prior to selection for interview.  

· Should your application be successful at screening you will receive a letter inviting you for interview.  Unfortunately, if you are not able to make available interview options, we may not be able to process your application further.
· At interview, you will be scored against the Person Specification; you will need to inform the interview panel about the skills, knowledge and experience you have that mean you can do the job being advertised.  These may have been gained through voluntary/paid work, education, home life or hobbies.  You will need to provide supporting evidence and examples to demonstrate the statements you make. 

Interviews will be held on Thursday 16th March 2023  

Privacy Statement

In line with Data Protection Legislation and our policies we will ensure that all applicant data is appropriately and securely stored, handled and disposed of.

[bookmark: _Hlk521676113]Any information supplied in connection with an application for employment will be kept securely for a period of six months and then will be destroyed.  Any information with regards to successful candidates who are subsequently employed by Derbyshire Mind will be kept in line with our Retention of Personnel Records Procedures.  

Our full Privacy Statement can be viewed on our Job Vacancies’ webpage.

Criminal Convictions

As part of its Recruitment of Ex-Offenders Policy, Derbyshire Mind wishes to ensure it does not discriminate against ex-offenders.  If you have any convictions that are unspent under the Rehabilitation of Offenders Act 1974, please supply details of your conviction(s) in your covering letter.

Some posts are exempt from the Rehabilitation of Offenders Act 1974 as they involve working with vulnerable adults and will require a Disclosure and Barring Service (DBS) check.  If you have applied for an exempt post, please supply details via your covering letter.

Eligibility to Work in the UK and DBS Checks

Please note that Derbyshire Mind is unable to obtain a work permit on your behalf and is not able to sponsor visas.  Please ensure that you have a work permit if you are required to have one. 

If you are offered a position at Derbyshire Mind you will be asked to prove your eligibility to work in the UK and if necessary for the position, provide documents for us to process a DBS check.  This will include providing documents such as a passport, birth certificate or photo card driving licence.  If you cannot supply one of these documents, then it will be necessary for us to use an external validation service to confirm your identity.  Please note that if you do not consent to the use of an external validation service, if required, then we may be unable to take your application further. 

Confirmation of employment will only be given on receipt of satisfactory evidence and checks being issued.

UK Driving Licence

Please ensure that you hold a current UK Driving Licence to undertake the requirements of the post.

References

Once an offer of employment has been made, you will be asked to provide the names and contact details of two referees.  If possible, the first referee should be your present employer and the second referee a previous employer.  

Other Employment

As part of our commitment to good employment practice, we will not usually employ permanent or contracted staff who have a regular commitment to study or work with another organisation when total study/working hours exceed 48 per week.

About Derbyshire Mind

Derbyshire Mind is one of a federated network of local Mind charities across the country.  Our focus is on improving mental health and wellbeing for people across Derbyshire and Derby City.  We provide a range of advocacy and mental health and  wellbeing services designed to support people with mental health problems, as well as the wider population.  We are committed to developing innovative and responsive services, which further promote mental health awareness and wellbeing.

Our Vision:-

For everyone in Derbyshire to have good mental wellbeing and to live their best life.

Our Values: -

WORKING TOGETHER: 	We work alongside others for the greater good.
LEARNING TOGETHER: 	We always aim to do things better.
EMPOWERING: 		We support people to fulfil their potential.
RESPECTFUL: 		We don’t judge, we treat others as equals.
POSITIVE: 			We are progressive and focus on solutions.


Our Current Services: -

· Independent Advocacy Services – delivered across Derbyshire including Independent Mental Health Advocacy, Independent Mental Capacity Advocacy, Paid Representatives, Care Act Advocacy, Community Advocacy and NHS Health Complaints Advocacy
· Derby Wellbeing – working in partnership with Community Action Derby and Voluntary, Community and Social Enterprise (VCSE) partners to provide peer support and wellbeing coaching for people in Derby.
· [bookmark: _Hlk126488660]Guided Self-Help – Our short-term guided programme that empowers individuals with low to moderate mental health needs to discover tools to support and improve their mental health. An early intervention service aimed at anyone starting to experience symptoms of worsening mental health, such as stress, low mood, bereavement, worry, low self-esteem, and anger.  
· Community Mental Wellbeing Services – our community programme that offers a varied menu of community based activities, groups and courses all designed to achieve the same aim of boosting mood, reducing isolation and loneliness, and connecting individuals to their community.
· MindSpace – supportive community ‘walk-and-talk’ groups that create space for people to get together, meet new people and talk and be listened to.
· Green Connections – our ecotherapy or "greencare" mental health service.  We support people to improve their mental health and wellbeing by experiencing the many benefits of getting outside, slowing down, and connecting with nature.
· Mental Health and Wellbeing Activity Project – leading and co-ordinating a partnership project to help improve mental wellbeing, social connectedness, resilience, and support networks for people in Derbyshire, with a specific focus on physical activity and wellbeing sessions and support for people to access these.
· Derbyshire Recovery and Peer Support Service and Living Well Service – from 1st April 2023 Derbyshire Mind will be delivering this service in the district of Erewash, working alongside our VCSE partners Rethink, P3 and Derbyshire Federation for Mental Health.
· Trauma Informed Practice Project – we are working with the public health team at Derbyshire County Council to lead the development and provision of systemwide support and training to help embed trauma informed practice and approaches in Derbyshire.

How is Derbyshire Mind Managed?

Derbyshire Mind’s work is overseen by the Board of Trustees, made up of local people who have a wide range of skills and experience.  The organisation is committed to quality, both in terms of the services we offer and as an employer.  We have achieved the Advocacy Quality Performance Mark (QPM), which recognises excellence in the delivery of Advocacy Services and we hold the Mind Quality Mark (MQM).  

Equal Opportunities

Derbyshire Mind recognises that many people in our society experience discrimination or lack of opportunity for many different reasons, sometimes based on their race, religion, creed, colour, national and ethnic origin, political beliefs, gender, sexual orientation, HIV status, age, disability, marital status, family circumstances, responsibility for dependants, geographical area, social class, income level, criminal record and trade union activity.

Derbyshire Mind strives to create an environment for staff, volunteers and service users in which all individuals can feel welcome as a whole person and in which they are treated with respect and fairness.


Thank you for your interest in working for Derbyshire Mind.  We wish you every success with your application and look forward to receiving your completed CV and covering letter.
Application Information Pack  February 2023                
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