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	Project Administrator: The Hive
Job Description and Personal Specification

	Role:
	Project Administrator

	Place of work:
	The Hive (Camden)

	Hours of work:
	37 hours per week

	Contract Type 
	Permanent  

	Salary/Grade
	Operational Support

	Reports to:
	Service Manager  

	Level of screening:
	Enhanced DBS

	

	Who we are


Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.
We achieve this in two ways. First we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.

The Hive is a holistic mental health and wellbeing service for young people aged 16 to 24 in Camden. The Hive is a safe and inclusive place to be, supporting the service as a whole to reach young people who do not readily seek help.  

	Where you fit in

	The Hive is part of The Minding the Gap programme, a cross cutting support service aimed at 16 to 24 year olds in Camden needing support transitioning between children’s and adult mental health services. The Hive is delivered by a unique partnership between leading local providers in Camden and young people - set up to create an integrated, holistic provision for 16-24 year olds. The Hive is commissioned by Camden Council and the Camden Clinical Commissioning Group (CCG) from Catch 22, working with The Brandon Centre, the Anna Freud Centre, Camden and Islington NHS Foundation Trust, The Tavistock and Portman NHS Foundation Trust, The Winch and The Integrate Movement. 

The Hive is a free health and welling service that supports young people in Camden. Our holistic approach has a model of 121 support, Social hub group work and employment.
As a Project Administrator, you will provide key support to instrument the administrative support for all parts of the hive service.  The post holder will ensure all key data is captured, managed and reported effectively in line with the contractual expectations of the commissioners and Catch 22’s performance reporting procedures.  You will also provide flexible and responsive administrative, communications, performance and public relations support to both The Hive team and, infrequently, other Catch22 services. The post holder will be managed by the service manager but will very work closely with the hive management team as well as the wider staff teams and other external organisations. 



	

	Main Duties & Accountabilities


· To undertake and maintain required standards necessary to access and operate a suite of case management and recording systems.
· To undertake, maintain and submit data to the Mental Health Services Data Set (MHSDS)
· To have direct access to case management systems to download reports.
· To access case management system to review and research records on young people in service 
· To support the team to manage young people contact through phone line access, secure e-mail access, secure text messaging and postal correspondence.

· To ensure the interaction between systems and organisations are all correctly updated, including the transfer and recording of any material received by email and paper records

· To support the senior team in the preparation and allocation of young people referrals into appropriate pathways
· To ensure all adult and young people safeguarding documentation is managed in accordance with policy.
· To support the team to ensure all young people referrals are identified, actioned and facilitated as identified.
· To ensure all relevant case information is appropriately recorded on agreed systems in line with the contract requirements.

· To ensure all contractual and operational data and management information requirements are maintained and reports produced as directed by the Head of Service.

· To maintain compliance and adherence with all audit requirements as directed by Catch22 and the authority.

· To maintain an interest and good working knowledge of young people’s mental health
· To prepare and maintain appropriate written and IT records, information and reports on the work in a contemporaneous and articulate manner.

· To attend and contribute to board, team and service meetings as appropriate including taking and distributing minutes.
· To review and respond to administrative requests and routine issues subject to considerations of commercial sensitivity and confidentiality.
· To answer and manage incoming calls and emails, responding appropriately according to urgency.
· Manage specific projects as directed by the Service Manager  and Assistant Director.
· To support the other managers and teams in organising events, team meetings, including booking venues, booking transport communicating with participants, team, preparing resources, agenda, minutes, presentations and monitoring agreed actions. 

· To work collaboratively with managers and teams to facilitate the co-production and participation of young people in the delivery of the service and support in events and activities 

· Ensure that invoices are processed in a timely manner and related financial records are kept up to date– in accordance with Catch22 financial policy and procedure

· To develop and maintain effective administration systems as required
· To support Managers with recruitment including advertising, processing on-line DBS forms, references and all other recruitment systems.

· To provide support with regard to facilities, i.e. ordering stationary, IT ordering, mobile phones, ID cards, uniforms etc.

· To assist with Health & Safety functions, i.e. processing incident reports and uploading 
· To attend Catch22 and consortium networking meetings and promotional events as and when required.

· Other duties relevant to the post.  
· To ensure that all data and information is managed, stored and destroyed in line with agreed data management policies compliant with the Data Protection Act 1988 and 2003 and GDPR processes and procedures.
· Lead on processing and monitoring service expenses, receipt claims, and financial records, ensuring compliance with organisational policies and procedures
· Support The Hive's communications, marketing, and social media activity, including creating content, promoting services and events, and maintaining online platforms.
	What does good look like for this role?


As the Project Administrator, you will have a great opportunity to be involved in a number of varied projects working at the heart of the delivery of our strategic ambition. Good will look like the following:

· Complying with all Catch22, police and partner agencies policies and operating procedures, including those related to but not limited to safeguarding, health and safety, data protection and security.

· To attend and contribute to board, team and service meetings as appropriate.
· To attend and be committed to ongoing and regular supervision/ performance/ development meetings.
· To promote an environment within Catch22 which respects and values the diversity of both staff and service users.
· To seek to improve own performance, contribution, knowledge, and skills and to participate in training and developmental activities as required.

	Organisational Relationships


· Reports to service Manager  
· Liaises closely with Assistant Director, Hive Managers  Staff, Young People, Partnership, Commissioners, other services and wider Catch22.
	Project Administrator: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	Educated to good standard, including as a minimum             GCSE level English and maths
	1. Graduate and/or professional qualification in a statistical, analytical, social science, business management or related discipline.
	Application

	KNOWLEDGE/ EXPERIENCE
	1. Experience of managing, interrogating and interpreting data systems and producing analytical reports.
2. Advanced understanding of information management, data analytical and reporting skills.

3. Quantitative and/or qualitative analysis and modelling for decision-making.
	Experience of working with vulnerable people.

	Application / Interview



	SKILLS & ABILITIES
	1. Advanced Excel Skills 

2. Ability to work with a variety of databases 

3. Ability to listen and communicate effectively, both verbally and in writing.

4. Ability to build and sustain high quality and effective relationships with team colleagues, statutory and other voluntary agencies.

5. Ability to work on an inter-agency basis.

6. Computer literacy (Excel to a high level, PowerPoint, Word) and presentational skills.

7. Dynamic, problem solving capabilities.

8. Ability to work effectively independently or as part of the wider team.

9. Ability to process and interrogate data management and information systems.

10. Highly organised with advanced administrative skills.

11. Quantitative and/or qualitative analysis and modelling for decision-making.

12. Ability to work in accordance with the Data Protection Act, levels of defensible disclosure, confidentiality and wider legal requirements.

13. Ability to work effectively in a fast paced, high volume and pressured environment.

14. An effective influencing style through clear written reports and spoken presentations.
	Advanced Access database Skills.



	Application / Interview

	OTHER
	1. Track record of supporting the integration of diversity and cultural issues into service delivery.

2. Able to work flexibly to meet the needs of the service.
	
	Application / Interview




