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ST JOHN OF GOD COMMUNITY MENTAL HEALTH SERVICES 

JOB DESCRIPTION

TITLE:
Project Co-ordinator - Lucena Clinic CAMHS: Extending Hospitality to our Neurodivergent Community – Fixed Term 12 months, 0.5 - 1 WTE.
LOCATION:
Lucena Clinic CAMHS clinics (Rathgar, Bray, Wicklow, Arklow, Tallaght, Dun Laoghaire), Saint John of God Community Mental Health Services. 
POST:
Project Co-ordinator: Fixed-Term, 17.5 - 35 hours per week.

REPORTS TO:
Discipline Manager and Regional Director.
RESPONSIBLE TO:

Regional Director.
WORKING WEEK:
17.5 - 35 working hours per week.  Actual hours of attendance will be determined by the Regional Director or designated nominee.  From time to time, you may be required to work outside of the normal hours.

HOLIDAYS:
The Order’s holiday year runs from 1st January to 31st December and the annual leave allowance is pro-rata commensurate with grade of post holder’s profession plus Public Holidays.  Public Holidays will be granted in accordance with the provisions of the Organisation of Working Time Act 1997.

SUPERANNUATION:
Staff members will be required to join or remain in the appropriate Superannuation Scheme

SICK LEAVE:


The Order’s Sick Pay Scheme will apply.

PROBATION:
A probationary period of one year will apply to this position during which your performance will be reviewed at regular intervals in accordance with the Order’s policy on Performance Development and Review.  
CONFIDENTIALITY:
Strict confidentiality must be maintained with regard to all matters concerning clients, staff and business of the Service.  On no account must information concerning clients, staff or business of the Service be divulged or discussed except in the performance of normal duty.  Records, documents or correspondence may never be left in such a manner that unauthorised persons can obtain access to them.
SHORTLISTING:
Candidates may be shortlisted for interview on the basis of information contained in their applications.
MANDATED PERSON:
As a mandated person under the Children First Act 2015 you will have a legal obligation:
· To report child protection concerns at or above a defined threshold to Tusla.
· To assist Tusla, if requested in assessing a concern which has been the subject of a mandated report.
DUTIES AND RESPONSIBILITIES

The following is intended for the guidance of the person assigned to the post but is not an exhaustive listing of the duties associated with the post:

1. The post holder will oversee the planning and execution of the project Lucena Clinic CAMHS: Extending Hospitality to our Neurodivergent Community.

2. The post holder will liaise and collaborate with appropriate colleagues both inside and outside our organisation including: all departments at Lucena Clinic CAMHs - administrative staff as well as clinicians, consultants from the autistic community and the representative organisations such as AsIAm, ADHD Ireland and NALA as well as the children and young people we support, and their families.

3. Under the supervision and management of their supervisor (a senior clinician of their discipline) and Regional Director, as appropriate, the post holder will work independently on a day-to-day basis according to a plan and objectives agreed and reviewed at intervals and within the overall framework of relevant team/service area policies and procedures.
4. The post holder will produce regular progress reports and submit them to their supervisor, the Regional Director and the Lucena Clinic CAMHS management team.  It will also be necessary to report on progress to the Saint John of God Foundation who are funding the project.
5. The post holder will use IT equipment and software as required, including statistical databases and output, spreadsheets and presentation software.
6. The post holder will take a lead in the planning and organisation of teaching/training programmes for staff and undertake/contribute to teaching and training activities as required.
7. The post holder will attend and contribute to appropriate department and MDT meetings as directed.
8. The post holder will apply for ethical approval for the formal analyses of outcomes of the project to allow for dissemination of findings.
9. The post holder will undertake comprehensive and wide-ranging literature searches and reviews for the project and produce output for publication and wider dissemination.
10. The post holder will make themselves familiar with international best practice in terms of neurodivergence and what is a neurodivergent-friendly mental healthcare environment. They will engage with their work in line with a neuroaffirmative stance.
11. The post holder will analyse data and produce research reports and summaries, using statistical procedures, statistical software (e.g. SPSS) and other information technology and software (including word processing, spreadsheet and databases) as appropriate.

Training & Development
12. The post holder will assist in the development and provision of programmes of staff training for members of the MDT, taking a lead in the planning and organisation of lectures and workshops, in the preparation of teaching content, teaching materials, and teaching aids, in the direct delivery of teaching sessions (providing presentations as required) and in the evaluation of teaching initiatives.

13. In common with all clinicians, the post holder will receive regular supervision in accordance with professional practice guidelines.
14. The post holder will participate in personal development/appraisal reviews as required by their supervisor.

15. The post holder will undertake programmes of internal and external CPD, personal development and training as agreed with their supervisor and management at the beginning of the appointment and at subsequent appraisal reviews, ensuring thereby that the post-holder maintains the highest professional standards of practice when fulfilling their duties and responsibilities.

16. The post holder will develop their skills and competencies that assist in the performance of current duties through attendance at training events, reading relevant research and practice literature, visits to other service settings, etc.

17. The post holder will maintain the highest standards of clinical record keeping and report writing in accordance with professional codes of practice and Saint John of God Community Services policies and procedures.

18. The post holder will be required to participate in any necessary training and development to keep up to date with the requirements of the job.
Health & Safety

19. The post holder will report immediately to their supervisor, or the Administrative Manager, or the person in charge, any illness of an infectious nature or accident incurred by a service-user, colleague, self or another.

20. The post holder will understand and ensure the implementation of the Health and Safety Policy, Emergency and Fire Procedures.
21. The post holder will ensure all mandatory training is always up to date.
22. The post holder will report to their supervisor or the Administrative Manager, any faulty appliances, damaged furniture or equipment or any potential hazard.

23. The post holder will report to their supervisor all/any incidents where there is a risk of harm and/or to the safety of a child and young person who attends Lucena Clinic CAMHS including near misses; where the risk was averted or didn’t occur in a way that could be anticipated.
General

24. It is a condition of employment that staff do not disclose any information obtained in the course of their duties other than to those entitled to receive it.  The post holder must ensure the confidentiality of personal data and that the terms of the Data Protection Act and relevant Saint John of God Community Services policies are met in respect of information held on computerised information systems.

25. The post holder will maintain and ensure the good reputation of the Lucena Clinic CAMHS.  
26. The post holder will demonstrate non-discriminatory practice in all aspects of work.

27. The post holder will notify their supervisor as soon as possible of the inability to report for duty, and also on return to work, from all periods of absence.
28. The post holder will adhere to all Saint John of God Community Services policies and procedures, and protocols within the defined timescales, Mental Health Commission standards and guidelines, Department of Health guidelines and legislations, including the Mental Health Act and Code of Practice.

29. The post holder will undertake other duties, as required, by their supervisor or other nominated persons.

30. The post holder will be fully familiar with the terms of the Safety, Health and Welfare at Work Act, and all relevant policy documents of the Lucena Clinic CAMHS.
31. The post holder will respect and operate within the framework of the tradition, character and ethics which govern the work of the Hospitaller Service of Saint John of God.

32. The post holder will ensure that the Order’s charisma of hospitality is demonstrated to everyone who comes in contact with Saint John of God Community Mental Health Services.

This job description will be subject to review in light of experience and/or changing circumstances and will include other duties appropriate to the post as may be reasonably determined by the Regional Director or Administrative Manager or Designated Person.

PERSON SPECIFICATION
KNOWLEDGE, SKILLS AND EXPERIENCE REQUIRED
	Essential
	Desirable

	Masters degree or near completion of same in a health or social care profession from a recognised university or 3 years relevant work experience.
	Background in, personal experience of, or previous experience working with the neurodivergent community.

	Minimum of 1 years’ experience working with children and adolescents and their parents/carers.
	Experience of working in a mental health service.

	Knowledge of types of neurodivergences and neuroffirmative practice and a commitment to same.
	Publications in peer reviewed journals.

	Experience developing teaching materials and delivering training.
	Experience of managing and developing teams and individuals including the ability to lead, motivate, set targets and appraise outcomes.

	Excellent IT skills and working knowledge of Microsoft Office and SPSS (or equivalent).
	Commitment to self-development.

	Ability to prepare and process clear and concise reports, correspondence etc., both verbally and in writing.
	Full clean driving licence and access to a vehicle.

	High level of flexibility, motivation and a willingness and an ability to work under pressure and act on own initiative.
	

	Excellent analytical, communication, interpersonal, administrative and co-ordination skills.
	

	Ability to work both in a busy team environment and independently, proactively, confidently with initiative.
	

	Ability to work closely with senior personnel and external organisations.
	

	Track record in audit and research.
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