[image: C:\Users\bridomeara\Desktop\aware_logo.jpg]
Job Specification
Support Group Manager
Reporting to:		Director of Services
Responsible to: 	Director of Services
Located at: 		Aware Head Office, (9 Upper Leeson Street, Dublin 4).
Principal duties:
This is a fulltime role, based on a 37-hour working week. 
To support, promote and develop the Support Group services with the Director of Services. 
Key responsibilities:
· To promote and develop our Support Groups throughout the country, travelling a minimum of two days per week to promote our Support Groups, attending meetings with relevant stakeholders across the mental health sector across the country.
· To proactively liaise and communicate with relevant stakeholders, e.g. HSE, family resource centres, NGO’s, GP’s, community mental health teams, Recovery Colleges, to ensure that we develop external care pathways to our Support Groups and Aware. 
· To monitor and evaluate the Support Groups, attending a least one support group meeting per week, as part of the strategy to monitor the quality of the Support Groups.
· To provide feedback, support and guidance to volunteers. 
· To recruit and train volunteers as per the strategy and targets set out in the Service Plan.
· To liaise with the administrator to co-ordinate the administrative aspect of the Support Group service.
· To facilitate two volunteer’s facilitator meetings monthly.
· To respond proactively to issues arising in groups in conjunction with the Director of Services as required.
· To ensure Support Group meeting venues are professional and suitable and source new venues where necessary.
· To co-ordinate the collation of monthly data relating to the Support Group service and provide monthly data to Director of Services by the 12th of each month.
· With the support of the administrator, to co-ordinate the preparation of required support material for each Support Group nationally, e.g. literature, posters. 
· [bookmark: _Hlk176171799]To perform all duties in adherence to the standards, policies, procedures and guidelines developed and implemented by Aware.
· Any other duties required and deemed necessary by the Director of Services.

Essential Criteria

· Excellent interpersonal, communication, and people skills both verbally and written are essential for this role.
· Excellent stakeholder management with a strong capacity to build relationships with various stakeholders associated with the work of Aware and this post specifically. 
· Ability to foster positive relationships with volunteers, be empathic and providing emotional and support, guidance and feedback to our volunteers.
· Ability to work on own initiative and as part of a team.
· Travel, evening and weekend work is a core requirement of this role. 
· Ability to work under pressure in a fast-paced environment and take responsibility for tasks assigned.
· Energetic, enthusiastic and flexible.
· Excellent computer skills, including word, excel and PowerPoint.
· Excellent time management skills and attention to detail.
· Genuine interest in and passion for the voluntary, not for profit sector, and people impacted by mental health challenges.
· Have a full clean driving licence.
· Aware will provide a car allowance and travel expenses.

Role
· Inclusive of the travel requirements for this role, there is a requirement to work a minimum of two-days from Aware’s Head Office as part of this role. 

Application Process
· To apply for this role, please send your CV along with a cover letter outlining your interest and suitability for the role to info@aware.ie 
· Informal enquiries can be made to Ms. Amy Parrott at info@aware.ie or (01) 6617211.
· Closing date for applications is Friday 11th October at 3pm. 
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