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JOB DESCRIPTION

Job Title:

Peer Mentoring Employment Coordinator 
Responsible to:
Chief Executive
Salary Scale:
£18,000 pro rata fixed term until 31st July 2013
Hours:
2.5 days per week with limited evening or weekend work as required to be worked in a flexible manner
Purpose of the post 

· To lead, develop & co-ordinate the Anxiety UK peer mentoring employment project
Duties and responsibilities:

To co-ordinate the delivery of the Anxiety UK peer mentoring project including; planning, implementing, reporting and evaluating the project
To recruit, train and supervise a team of peer mentees and mentors

To co-ordinate & deliver support (line management supervision and group supervision etc.) for peer mentors and mentees

To develop and maintain, data, recording and reporting systems 
To arrange mentoring relationships; matching peer mentor with mentee on the basis of individual need and experience

To source appropriate training and development opportunities for mentors and mentees; cascading training down where appropriate

To support peer mentors and mentees to set individual goals and to evaluate progress towards achievement of goals at regular intervals through undertaking of clinical outcome scales etc. 
To facilitate appropriate ‘move on’ positions for mentees at the conclusion of their placement
To resolve any issues/conflict that may arise in mentoring relationships 
To develop close links with external organisations and individuals - Job Centre Plus/local psychological wellbeing services and other supported employment programmes to identify and facilitate opportunities for peer mentors and mentees. 
To monitor and adhere to the project budget 
To provide accurate and timely reports including statistical information and analysis using a range of Microsoft Office systems on the project’s progress including submission and reporting of outcome measures. 
To ensure AUK’s mentoring policies and the project itself, complies with best practice
To promote the service through undertaking of networking activities and production of publicity materials. 
Other duties: 

To attend training as required
To work within Anxiety UK’s equal opportunities policy; demonstrating a commitment to the aims, objectives and ethos of the organisation.

To contribute to the overall strategic development and vision of Anxiety UK.
To promote the ethos/values of Anxiety UK 
To undertake any other administrative, financial and budgetary work associated with the post.

To undertake any other duties commensurate with the post. 

