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Women + Health
Job Description:	CAM Project Manager 
Line managed by:	Director
Working Hours:	25 hrs/week approx.  
Contract:		Until May 2022 subject to funding 

Purpose of this position

The CAM Project Manager has a central role in ensuring that W+H provide a high quality, responsive and culturally appropriate Complimentary and Alternative service, which meets the needs of the diverse community of women in Camden and neighbouring boroughs. 

[bookmark: _GoBack]The  main focus will be the management of (i) our Phoenix Rose Project (co funded by the Mayor’s Office for Policing  And Crime, Solace Women’s Aid and supplemented by W+H fundraising efforts) and (ii) the professional relationships with our self-employed and volunteer CAM practitioners who provide sessions at the centre and at outreach events. (iii) Running Green Fingers Calm Minds, our gardening and healthy living project, including activities such as gardening, yoga, mindfulness and life coaching. Most activities will take place online but there will be some face to face activities, especially in 2021. 

The breadth of tasks included below is considerable, and therefore the post holder will be required – from time to time and together with the Director - to prioritise certain areas of work over others.

Responsibilities and Tasks

1) Project Manage the Phoenix Rose Partnership

Whilst the CAM Project Manager has overall responsibility for the admin tasks listed below, the project receives 7hrs/week admin support from a member of our admin/reception team, including help with setting up client files, arranging appointments for client assessments and sessions for clients, updating evaluation forms, safe filing of client information, and liaison with CAM practitioners and help with supplying documents to the funders.

1.1	First Client Contact - Respond to new referrals and queries from referral partners and to self-referrals from clients. Conduct initial consultations with each client to discuss options available and agree a suitable combination of therapies according to their needs and preferences. Liaise with referral agency staff in order to provide the best support for particularly vulnerable clients entering the service.

1.2	Arrange bookings with Practitioners and liaise with the reception team to secure suitable therapy rooms.  Ensure secure transfer and storage of confidential referral forms to Practitioners.

1.3	Confirm bookings to referred clients and monitor attendance, maintaining records on spreadsheet and liaising with Finance Administrator for invoicing.

1.4	Start / End Evaluation forms – Ensure referred clients are provided with Start / End forms, monitor the completion and return of these forms to the confidential Phoenix Rose Project filing cabinet in liaison with Practitioners and reception team.

1.5	Review meetings / telephone contact  with referred clients and ISVA’s (Independent Sexual Violence Advocates) at mid point and as necessary to ensure uptake of the sessions,  resolve booking queries and agree the second course of sessions.

1.6	Practitioner Invoices - liaise with Finance Administrator to check and sign off monthly Practitioner invoices, updating Excel spreadsheet and cross-referencing with the CAM booking system.

1.7	Service End – Signpost clients to our Affordable CAM Programme, Group Activities or other local support services.

1.8	Practitioners and Group Leader summaries  - Collect and store brief client summaries from Practitioners and Group leaders: images, reflections / learnings from and for the project.

1.9	Project Evaluation – Ensure all client referral forms and completed evaluation forms are collated and available to the Director within agreed timeline to enable preparation of the final Evalution Report, which will be shared with our partners and funders.  

1.10	Literature: Review and update information templates, including referral and feedback forms, promotional materials and information kept on Excel spreadsheets.

  
2. Maintain and develop Affordable CAM service

2.1	Grow the capacity and income of the Affordable CAM Service, and recruit new CAM practitioners and volunteers on an ongoing basis.

2.2	Induct new practitioners and support established ones to maintain consistently high standards and professional service delivery to our clients.

2.3	Design and distribution of promotional materials for the CAM service and assist individual practitioners to produce their own leaflets and informationals.

2.4	Promote the CAM service and liaise with referral partners in the community via adverts, social media, and traditional marketing / networking methods.

2.5	Regular website updates on our services, projects, events and news in liaison with staff / practitioners and volunteer team.

2.6	Conduct annual reviews with each practitioner to ensure that practitioners have the relevant qualifications, are up to date members of and meet the required quality standards and regulations of their respective professional bodies. 

2.7	Ensure compliance with W+H policies and operational procedures framework, (paying particular attention to confidentiality of client files) and practitioners are fully insured for the work they do and are DBS checked within required timelines.

2.8	Organise opportunities for practitioners to attend reflective practice and training events provided by W+H, including Safeguarding, First Aid, Mental Health First Aid, Equal Opportunities, Confidentiality and our operational policies.

2.9	Inform practitioners and keep them abreast of organisational and other developments and changes in working practises – via regular emails and meetings.

2.10	Review fees and charges collectively with the W+H Core staff teamto ensure that those women most in need are able to access services.

2.11	Develop and review services to ensure they are commercially viable and continue to meet the changing needs of our clients.

2.12	Arrange networking opportunities to enable practitioner team to meet, share learnings and develop their W+H practice within a supportive environment.

2.13	 Remain informed of developments in the field of CAM services and health inequalities in Camden. 


3. 	Management of “Green Fingers Calm Minds” Project 

3.1 	Take the lead in organising activities for “Green Fingers Calm Minds”. Activities such as gardening, yoga, mindfulness and life coaching will take place mainly online but there may be some fact to face activities in 2021 and 2022. 

3.2 	Develop and maintain good links with referring organisations, Tutors, CAMS practitioners and participants. 

5.3 	Recruit and induct Tutors and Participants. 

3.4 	Correspond via email with referring organisations and ensure target numbers are met, and that we get the right kind of referrals for our capacity and available practitioners.  

3.5 	Liaise regularly with Director to discuss the project and ensure  it is on target. 

3.6 	Publicise sessions via social media, mailchimp and our website. 

3.7 	Liaise with admin team  to ensure that all referrals are dealt with swiftly and efficiently. 

3.8 	Liaise with Tutors and CAMS Practitioners to plan and organise activity sessions. 

3.9 	Complete monitoring reports for funders. 

3.10	Assist with developing fundraising plans. 



4. Maintain and develop Men2Health Service
 
4.1	Grow the capacity and income of the Men2Health CAM Service on the dedicated days at W+H and also at accessible community satellite clinics.

4.2	Raise awareness of the service via promotional activities to partners, stakeholders, and local community / commercial organisations.

3.3	Design and develop promotional materials for distribution such as posters and flyers.

4.4	Manage client referrals and bookings in liaison with the reception team and CAM practitioners.

4.5	Regular review and evaluation of the service, in collaboration with our community partners.


5. Delivery of Healthworks Off-site Service (very limited service until mid-to late 2021 at the earliest) 

In collaboration with the Director and other colleagues

5.1	Organise and manage Wellbeing Pop-Up events throughout the borough, extending services to targeted client groups, promoting our brand and generating income from commercial partnerships.

5.2	Design and develop promotional materials including flyers, posters and short videos.

5.3	Promote W+H services to partners, stakeholders, GPs, other organisations, the community and the press – in collaboration with colleagues.

5.4	Induct and support the practitioner team to deliver consistently high quality, professional services at off-site events, in variable conditions.

5.5	Develop and administer Risk Assessments specific to each event or setting.

5.6	Budgeting and invoice control in liaison with Finance Administrator.

5.7	Contribute regularly to W+H website, social media, newsletter, annual and other monitoring reports.


6. Line Management

· Line manage project support staff and volunteers connected to the delivery of the projects above as well as the multi-disciplinary CAM practitioner team.

7. Other

7.1	Collaborate with the Centre Admin Manager about the management of the Crèche service.

7.2	Contribute to the maintenance of Health & Safety at work – with particular focus on First Aid, Safeguarding, Risk Assessments and DBS checks.

7.3	Abide by W+H policies and procedures.

7.4	Attend and contribute to occasional Management Committee meetings.

7.5	Contribute to fundraising applications and events and undertake any other duties commensurate with the role.
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Person Specification – CAM Project Manager


	
	Essential 
	Desirable

	Skills 
	Computer/IT literate and good working knowledge of basic Microsoft programmes, 
Word, Excel, PowerPoint.

Excellent communication skills, in both verbal and written English – with ability to address members from all sections of the local and professional community.

Ability to problem solve and resolve any fledgling conflicts which may arise.

Ability to prioritise and work independently / flexibly to meet tight deadlines.
	Ability to use social media platforms and digital resources, or willingness to learn.

Ability to network and develop commercial partnerships

	Knowledge
	A well-grounded understanding of Holistic Health and Wellbeing issues – including physical, mental and chronic health issues.

Working knowledge of Health & Safety guidelines, relating to Safeguarding, First Aid, DBS checks.

Basic knowledge of financial management, budgets and invoice procedures.
	Sound understanding of the most popular Complementary Therapies – their benefits and limitations.



	Experience
	Experience in Voluntary Sector Project Management.

Experience in Line Management of staff and/or volunteers.
	Experience in planning and delivery of events, involving community and hard to reach groups
Volunteer recruitment and training.

Experience of charity fundraising.

	Disposition
	Good team worker who is also an excellent self-starter.

Able to get on well with a wide variety of people.

Respectful to people from all walks of life, their needs and their right to our utmost confidentiality.

Commitment to working towards better overall health and greater empowerment for women.
	Awareness, understanding and empathy relating to needs of marginalised communities.

Good sense of humour.

Ability to remain calm when working under pressure.
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