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[bookmark: _Hlk176423300]Specified Purpose Contract
Interim Training and Education Administrator, HQ
Job Specification and Terms and Conditions















Please Quote 2024-021 when applying for the position.

To apply for this position please submit a cover letter setting out your reasons for applying for the position along with your Curriculum Vitae to recruitment@mentalhealthireland.ie

	Job Title 
	Interim Training and Education Administrator


	Posts Available

	 One specified period 6-month position available – Full Time 37hrs per week.

	Closing Date

	[bookmark: _Hlk147232100]Closing date for receipt of applications is 12 noon on 20th September 2024.  Applications received outside this time will not be considered.


	Proposed Interview Date (s)

	Interviews will be held Thursday 2nd October 2024.


	Reporting Relationship

	The post holder will report directly to the Training and Education Coordinator 

	Organisational Area
	Mental Health Ireland, Clarence Street, Dun Laoghaire, Co. Dublin


	Location of Post
	Hybrid including Head Office.

The Training and Education Administrator role is a Hybrid role involving remote working and a minimum of 1 day per week at the Mental Health Ireland Head Office. The person will be regularly required to attend regional meetings. 


	Informal Enquiries
	Please contact our training team Dee Lynch / Jo Donohoe, via Mental Health Ireland HQ (01) 284 1166.


	Details of Service

	[bookmark: _Hlk159500857]Mental Health Ireland (MHI) is a national voluntary organisation promoting mental health, wellbeing & recovery using a process called coproduction to ensure that the voices of the end user are heard at all stages of programme development, delivery, and evaluation. Our network of volunteer-led Mental Health Associations (MHAs) active throughout the country is supported by a dynamic staff team including Development Officers.

Our National Head Office is based in Dun Laoghaire, with 118 staff members distributed throughout Ireland. Our work in promoting mental health and wellbeing and supporting people in recovery from significant mental health challenges, is funded by the HSE and supported through public donations.

Mental Health Ireland is a values-driven, person-centred organisation acting at both national and local levels. We are the national driver of mental health promotion and recovery awareness and education. We achieve this through evidence-based information provision, resources, campaigns, training, events, bursaries, and our support of Recovery Education Services. We are led by the values of recovery, hope, empowerment, and self-determination. We ensure that lived experience is a central informant of our work. We believe that everyone has the right to access the supports of our choosing when and where we need them and the right to be supported in recovery to live healthy and meaningful lives.


	Position Summary

	[bookmark: _Hlk175742467][bookmark: _Hlk159500905]The Training and Education Administrator will be responsible for supporting the Training and Education Coordinator in the administration, organisation & planning, development and roll out of the training programmes. Also producing and maintaining accurate records of all training activity, pre and post delivery.  

The successful candidate should ideally have or knowledge in training, adult education, with skills in specific areas including training content development and evaluation design using platforms to capture and collate training participant evaluations etc

The role demands flexible working hours and out of office hours from time to time. 

The post holder will work directly with the Development Officers team, external trainers, the Mental Health Promotion team, Fundraising and Corporate Engagement team and the HQ team.  


	The Person








	The successful candidate will be expected to have:
· A recognised third level qualification or 3 years’ proven experience in administration, training or adult education,
· The capacity to work cross organisation, developing strong working relationships with all work streams. 
· Demonstratable experience supporting online and in person events. 
· Commitment to the mission and values of Mental Health Ireland.
· Strong analytical skills with an ability to access information accurately, quickly and strategically.
· Strong research and reporting skills in the areas of mental health promotion, digital analytics, impact/outcome measurement, and new technologies. 
· Experience and knowledge of Salesforce and online form/survey/registration builder platforms 
· Knowledge of quality assurance and capability of supporting trainers in the delivery of accredited training programmes to ensure conformity and compliance to the highest standards.
· Evidence of exceptional communication and interpersonal skills, both verbal and written.
· Ability to work on multiple tasks and to strict deadlines. 
· Ability to be agile in their approach to work. 
· The agility to respond to a rapidly changing working and communications environment and the ability to support the wider team in doing the same
· A creative, flexible, strengths focused and solution driven approach.
· Experience of marketing/promotion.
· Excellent organisational and ICT skills (Information & Communications Technology incl PowerPoint, excel).
· A high level of motivation, experience, and capacity for working on one’s own initiative, including remotely


	The following experience is a distinct advantage.

	· Web development/ Graphic Design skills
· Marketing experience
· Knowledge of Recovery 

	Main Responsibilities
	· To provide excellent customer service in a timely manner to corporate and community organisations seeking training. 
· Responsible for the organisation, administration, digital tracking, and calendar management of Mental Health Ireland’s training.
· To accurately maintain efficient and effective administrative systems and procedures.
· To develop strong relationships with the Development Officers, Mental Health Ireland External Trainers and organisations seeking training. 
· To be the first point of contact for all Training queries. 
· Support the coproduction and evaluation of education and training programmes to promote mental health and recovery. 
· Support marketing and the promotion of Mental Health Ireland’s training offerings to corporates via online & social media advertising, print marketing, direct marketing and relationship lifespan management. 
· Support the monitoring training fidelity and quality of facilitation, via agreed processes. 
· Organise training for trainers, shadowing opportunities, cofacilitation opportunities, and introduce new staff to Mental Health Ireland’s suite of training products. 
· Provide administrative, technical and other supports as required for online and in person events. 
· Provide administration for the Education Bursary Programmes to include managing the scholarship email account, phone queries, and the administration of the applications and outcomes process. 
· Contribute to l coproduction groups and contributing admin support, ideas, strategies, and solutions. 
· Create reports on pilots, projects, and initiatives to enable a continuous improvement environment.

The above Job Description is not intended to be a comprehensive list of all duties involved and consequently, the post holder may be required to perform other duties as appropriate to the post which may be assigned to him/her from time to time and to contribute to the development of the post while in office.  


	Annual Leave
	[bookmark: _Hlk168662000]26 days  (Pro-rata)


	Salary
	[bookmark: _Hlk158892048]The salary for this post is analogous with HSE 2020 Salary Scale plus 8%, in line with October 2023 WRC agreement on Section 39 Pay.

The salary for this position is in line with HSE Grade IV which scale starts at €28,749 (plus the 8% = €31,048) per annum


	Probation
	3 months 


	Contract Length
	6 month Specified Purpose Contract with the possibility of extension, dependant on organisation requirements 


	Benefits


	· Employee Assistance Programme.
· Bike to Work Scheme.
· Good Friday is a Privilege Day (Day off)
· Defined Contribution Pension Scheme.
· Incremental Pay Scale in place.


	Other requirements specific to the post
	· Garda clearance. 
· Appropriate references.
· Full driving licence and access to own transport required.


	Short Listing
	Applicants will be short listed for interview based on the information supplied on their CV and letter of application at the closing date.

Criteria for short listing are based on the requirements of the post as outlined in the post specific requirements, duties, skills, competencies and/or knowledge section of this job specification.
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