MESMAC – Job Description
Post title: Yorkshire Queer Minds Comms & Support Worker
Salary scale: NJC salary points 18 to 22 starting at £31,537 pro rata pa
Pension: 5% of gross salary paid into Stakeholder pension
Hours: 15 hours per week 

Base: Determined on location of applicant 

Contract: Fixed term contract until 31st March 2028
Responsible to: Mental Health and Wellbeing Coordinator 
Overall Aims:
To provide administrative support to the Mental Health teams around provision of counselling and peer support to LGBTQIA+ people across Yorkshire.
To utilise digital and real-world media to support LGBTQIA+ people’s access to Mental Health (MH) Services in Yorkshire
Primary Objectives:
To promote the services of MESMAC’s Mental Health teams using digital and comms skills.
To support the accurate reporting and monitoring of activities conducted by the Mental Health Teams
Main Working Contacts: Mental Health and Wellbeing Coordinator, Operations Manager, Peer Support Workers, Finance and Administration staff, MESMAC Board of Trustees, Volunteers/ Interns/ Apprentices.
Main Tasks and Responsibilities:
The following list of duties provides a general outline of the work of the post holder and is not definitive.
1. To ensure MH digital content and other information distribution is comprehensive, current and meets specific audiences’ comms needs.
2 To assist the Mental Health & Wellbeing Coordinator with referrals and waiting lists for the counselling service and appropriate recording of data for monitoring purposes
3.To Liaise with counsellors about waiting lists and referrals, and recording and processing of counsellor payment.
4. To train MH staff and volunteers to use digital platforms in their health promotion activity.
5. To work with local providers to ensure effective signposting to and from partner agencies.
8. To take the lead in developing online media content e.g. videos, graphics about MH 
9. To take the lead in developing and creating ambient media for MESMAC’s MH work .
11. To work with the Mental Health teams to develop and maintain systems for monitoring their work.
12. To collate analytics that demonstrates to funders and partners digital engagement reach
13. To produce reports against Key Performance Indicators, via the appropriate MH project monitoring systems by extracting and manipulating data to deadlines.
14. To provide admin support for Mental Health team meetings, including arranging dates and locations, preparing agendas, taking minutes, filing and the distribution of relevant papers, where appropriate.
15. To undertake appropriate training of self as required.
16. To take an active role in supervision and staff meetings.
17. To participate in funding bids and tenders.
18. To be responsible for the day to day up keep of the building
19. To undertake any other duties which the MESMAC Board/Chief Executive deem to be appropriate to the Project's aims and commensurate with the post.
20. To be aware of MESMAC’s policies and to ensure these are reflected in all aspects of the work of the post holder.
21. To be aware of relevant local, national and regional policies and procedures.
22. The ability to work flexible hours. This post requires some evening and weekend working.
