
 
Brent Mencap BRACES (Brent Reset- After-Covid Equality Support) Project Manager Post 
28 hours per week 
Salary £27500 pro rata (£22000) I year fixed term Contract
Responsible to Brent Mencap Executive Director and committee
Responsible for Activities Manager (already in post), Self-Advocacy Project Worker, as and when staff, volunteers and students 
Background 
Brent Mencap (a dynamic local charity) operates in a recently renovated Victorian Building with a fantastic garden In Willesden. We host several other local charities, rent out rooms for community events and have activities here for local people with a learning disability and other disabilities. We have a growing staff team of project workers, health educators and social prescribing link workers based on GP practices and a new building-based 1-year project focusing on health advocacy and wellbeing activities starting on September 1st, funded by Brent Council NCIL funding. 
BRACES (Brent Reset- After-Covid Equality Support) will address the inequalities and concerns experienced by Brent people with long term health conditions and disabilities, exacerbated by Covid19. BRACES will include people with learning disabilities, other disabilities, people with post-Covid health problems and people who shielded (who don’t consider themselves disabled). BRACES will record and share peoples’ lived experiences and ideas, provide individual and group support and advocacy, new wellbeing activities and increase digital skills and confidence among this group of people. 
Job Summary 
For this new role we are looking for an experienced, organised, and imaginative Project Manager who also will provide person centred support to individuals and local health groups.  We are looking for a confident and approachable person with: 
· Substantial Experience of managing successful, inclusive community health projects with people with learning disabilities and long-term conditions
· Substantial knowledge of the long-term health inequalities experienced by people with disabilities and long-term conditions 
· Detailed knowledge of the Accessible Information Standards and experience of auditing documents against it 
· Ability to deliver training on the Standard and how to make documents Easy Read to local staff from partner agencies 
· Great admin, evaluation, IT, presentation and data base skills 
· Experience of gathering evidence and influencing statutory decision makers
· Loads of initiative and used to a pressurised environment 
We expect the successful person to work the 28 hours flexibly on 4/ 5 days a week,   including  some late afternoon or evenings and weekends when necessary  This role will be  building based at least 18  hours a week with  some scope for working from home. 




Job Description for Brent Mencap BRACES project manager post 
Summary
· To manage the overall project including staffing, project delivery, budget, monitoring and reports
· To ensure the project is run in a legal, safe and inclusive way using risk assessments, following our health and safety, safeguarding and other key policies 
· To ensure the project is well publicised through accessible information, personal contacts and networking. 
· To ensure the project is enjoyable and supportive for a diverse group of participants, staff, and volunteers
· To assist with development of new funding bids to continue the development of wellbeing services 
· To work as part of the wider Brent Mencap team
· To undertake other tasks in line with the overall job or as required by senior management 
· To be solely responsible for delivering the aspects of the project numbered below 
1)    Investigate how local services are meeting the needs and wishes of Brent People with Long Term Health Conditions and Disabilities (PWLTHCD). 
2)    Identify changes needed, gather evidence and raise awareness in Brent of decision makers and partners. 
3)    Contact individuals via email, fb, phone etc about issues faced, provide short term face to face, telephone, email support or signposting and /or refer complex cases for advocacy support, collate evidence and feedback from at least 40 individuals 
4)    Support at least 15 small vol sector and patient specific groups to share issues, info, suggest solutions, source new activities, and participate in Brent Long Term Health Conditions and Disability subgroup (PWLTHCD) chaired by Brent Mencap  and/or Brent Health Matters community forums 
4a Convene and service regular meetings of the above group and collate themes/reports for the Executive director to take to the Brent/Thematic Leads Steering Group with Brent Council and/or the Brent Health Matters Community forum 
5)  Circulate 10 monthly information/news updates as paper and online versions to partners and contacts 
6)    Research and promote local inclusive and covid secure activities for PWLTHCD to partners and PLTCD and support   24 people try new external activities 
7)    Audit local key information (20 documents/sites) available against the Accessible Information Standard with an information audit group, and achieve at least 6 changes  
8)    Plan, Deliver and evaluate 4 Accessible Information zoom or in person courses to at least 60 partners’ staff members 
9) Ensure the advocacy worker supports PLTHCD with Advice, Advocacy and Information to maximize their choice, inclusion and safety and build their capacity and confidence 10 Assist with/Cover the self-advocacy groups if required 
11 Ensure the BRACES Project Activities Manager plans, delivers and evaluates enjoyable, and stimulating activities  for PWLTHCD with suitable tutors to maximize their choice, inclusion and  safety and build their capacity and confidence including their digital skills and confidence  12, Assist with/ Cover the activities if required 

Person Specification 
Your application form should show how you meet the criteria below Please give examples of how you have performed similar tasks or gained the relevant knowledge or skills in the person spec. It is not enough to say you know about something  to  meet this specification on the application form
	
	SKILL & EXPERIENCE
	Essential
	Desirable 
	Tested on application form
	Practical test
	Interview

	1
	Substantial recent experience of developing/managing/evaluating inclusive community health projects
	
√
	
	
√
	
√
	
√

	2
	Substantial Experience of ensuring projects are delivered in a healthy and safe way while maximising independence and choice 
	
√
	
	
V
	
	√

	3
	Substantial Experience of networking with small voluntary of community health related projects 
	
√
	
	
√
	
	
√

	4
	Experience of recruitment, supervision and performance management of workers and volunteers 
	

	√
	
√
	
	√

	5
	Substantial Experience of supporting individuals with health and wellbeing issues and signposting to relevant services 
	√
	
	√
	√
	√

	6
	Experience of setting up and managing training and other social events. Experience of organising and servicing meetings in a community setting
	√
	
	
	
√
	√

	7
	Experience of developing and managing detailed project plans and budgets of over 25k 
	
√
	
	√
	
	
√

	8
	Experience of using and managing a database on Excel, Access or tools such as Charity Log
	√
	
	
	
	√

	9
	Experience of developing evaluation tools, collating information to produce detailed, relevant   quantitative and qualitative monitoring reports
	√
	
	√
	√
	√

	10
	Experience of identifying and challenging discriminatory behaviour especially towards people with disabilities 
	√
	
	√
	
	√

	11
	Experience of managing self and others to deliver quality services. to tight timescales  
	√
	
	√
	√
	√

	12
	Experience of producing reports for different audiences. Experience of developing marketing materials in a range of formats including accessible information 
	√
	
	√
	√
	√

	13
	Experience of working in a diverse urban community such as Brent
	
	√
	√
	
	

	14
	Experience of working in a busy, growing organisation in a community setting 
	
	√
	√
	
	

	
	KNOWLEDGE and abilities
	
	
	
	
	

	15
	Excellent oral and written communication skills in English to A level or higher qualification standard 
	√
	
	√
	√
	√

	16
	Knowledge of the voluntary/charity sector, the challenges facing it and the passion to be part of it. 
	√
	
	√
	√
	√

	17
	Highly computer literate in all Microsoft Office programmes including Excel
Able to use PowerPoint, Publisher or equivalent packages as well as ZOOM and Teams 

	
√
	
	
√
	
√
	√

	18
	Awareness of safeguarding adults and children and young people policies and current issues
	√
	
	√
	√
	√

	19
	Detailed Knowledge of Equality Legislation, especially the Accessible information Standard  
	√
	

	
√
	√
	√

	20
	Knowledge of GDPR legislation and how it applies in our work 
	√
	
	√
	
	√

	21
	Ability to write clear concise minutes reports, collate a variety of data and produce a range of reports, newsletters and leaflets in accessible formats when required 
	√
	
	√
	√
	

	22
	 Detailed Knowledge of health and safety legislation
	√
	
	√
	√
	√

	
	QUALITIES
	
	
	
	
	

	23
	Flexible.  Able to adapt to changing work priorities at short notice, take on the ideas of others, adapt own way of working 
	√
	
	√
	√
	√

	24
	Systematic.  Enjoys administrative work as well as customer contact and making systems work for others.  A problem solver
	√
	
	√
	
	√

	25
	Positive, service-oriented and helpful inter-personal communication Neat and organised with high attention to detail
	√
	
	√
	
	√

	26
	Good at multi-tasking – enjoys doing several different tasks at once
	√
	
	√
	√
	√

	27
	Experienced self-confident person.  Unflappable. Welcomes challenges and the opportunity to learn 
	√
	
	
	
	√

	28
	Interested in and committed to the aims of Brent Mencap and the people support 
	√
	
	√
	
	√

	29
	Customer focussed with good social skills 
	√
	
	√
	√
	√

	30
	Able to work in a first-floor office reached by 2 flights of steps and travel independently around Brent 
	√
	
	√
	
	

	31
	Proactive about own and others’ health, willing to be vaccinated against Covid and follow  and promote other infection control guidance
	√
	
	√
	
	



Closing date Midday 3rd August for completed Application forms.  We do not accept CVs for safer recruitment reasons 
If you are shortlisted for interview, we will ask you to send an example of a report/essay or other written work you have produced in the last year before the interview.
Practical tests and Interviews will be held in Willesden on or 10th or 17th August . Part of the interview will be with members of our self- advocacy group 
For more information about Brent Mencap please look at www.brentmencap.org.uk 
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