
 

Job Title:   Project Co-ordinator: Psycho-social and mental health 

support service 

Employer:  BWC (Brighton Women’s Centre) 

REGISTERED ADDRESS: 22 Richmond Place, Brighton, BN2 9NA 

Responsible to:   Therapy Manager and Peer to Peer Co-ordinator  

Purpose of role:   To lead on the development and implementation of mental 

health and well-being activities that will operate alongside our 

peer to peer support groups and the provision of therapy. The 

Project Co-ordinator will also support the Peer to Peer 

Coordinator and Therapeutic Services Manager in the merger of 

these two services - creating an integrated easy access pathway 

of mental health and well-being support.  

Salary Grade:        £25,588.10 pro rata 

Working hours:  28 hours per week  

Work location:  Brighton & Hove and wider Sussex (currently working from 
home)  

Contract Details:   Fixed term for 5 months 

Background  

BWC places clients at the heart of our service and our approach is holistic, practical 
and trauma informed to ensure self-identifying women can achieve positive futures. 

BWC has extensive experience of delivering support to women with multiple and 
complex needs and has effectively supported hundreds of women to turn their lives 
around. BWC is part of a national network of women’s centres and gender responsive 
providers who have contributed to recent research identifying underlying factors for 
women presenting with multiple complex needs and whose trajectory outcomes 
include involvement in the Criminal Justice System, homelessness and sex working. 
BWC has contributed to numerous reports identifying key findings, best practice and 
recommendations when working with women.   

 



 

Job Summary 

BWC has successfully received funding from The National Lottery Community Fund 

to run four additional online activities as part of a Virtual Psycho-Social and Mental 

Health Support Service that will complement our existing peer to peer support and 

therapy service.  

As a result of Covid-19 we are witnessing a higher demand for support due to 
increased feelings of loneliness, isolation and depression. We are supporting women 
who are struggling with significant loss (loss of friendships, meaning and purpose), 
anxiety and exacerbated mental health problems.  
 
We will therefore deliver four new activities alongside our existing work to increase 
the intensity of support to match the intensity and increase of need.  

The key objectives for the project include:  

• Setting up a virtual weekly compassionate clinic for those seeking mental and 
emotional refuge through structured and facilitated sessions. 

• Setting up a virtual weekly social connection clinic for women seeking to 
connect with other women through guided discussions and confidence 
building programmes. 

• Establishing a live chat function for anonymous support, for those not yet 
ready to engage in telephone or face to face support. 

• Recruiting and collaborating with a 1:1 online and telephone support worker. 
 
As the Project Co-ordinator you will assist in the production of these four new 
activities and work within our mental health provision which includes the therapy 
and peer service.  
 
*This post is exempt under Schedule 9, Part 1 Paragraph 1 of the 2010 
Equalities Act and subject to an enhanced level DBS check. 
 

Main Duties: 

1. Undertake consultation with key stakeholders regarding service development 
and innovations.  

2. Work closely with the Therapy Service Manager and the P2P Co-ordinator in 
the definition and risk assessment of each new activity, being committed to 
the service aims. 

3. Lead on the implementation and delivery of each activity.   

4. Recruit a new short-term 1:1 worker to join BWC. 



5. Be responsible for setting up the live chat function on the BWC website, 
liaising with software suppliers and website developers, and be responsible for 
it running successfully. 

6. Support the successful running of the two clinics, this will include managing 
referrals, coordinating diaries and room bookings/Zoom sessions, sharing 
handouts and any follow up notes, assisting clients with online setups and 
data entry as well as admin support for the online chat. 

7. Ensure all relevant staff, volunteers and consultant facilitators - those 
involved in running each of the services – are inducted into BWC and aware of 
their responsibilities and commitments.  

 
8. Actively publicise the new activities and liaise with our clients, colleagues and 

partners across Sussex to communicate this service expansion.  
 

9. Liaise with BWC’s clients outlining the choice of services available, setting 
expectations, retaining their engagement and being a point of contact 
alongside other BWC staff. 

 
10. Collate and record consent, equality and evaluation data from clients. As well 

as write service review and evaluation reports as required. ·  
 

11. Support the running and development of the combined therapy and peer 
service and integrate with BWC’s other services.  

 
12. Update, monitor and report on the service budget.  

 
13. Monitor funding opportunities and work collaboratively to bid for new 

opportunities with a view to continuing the service beyond the current 
funding period.  

 

The list of duties in the job description should not be regarded as exclusive or 
exhaustive.  There will be other duties and requirements associated with your job 
and, in addition, as a term of your employment you may be required to undertake 
various other duties as may reasonably be required.  
  

BWC periodically reviews job descriptions to ensure that they reflect the 
requirements of the role as the service develops.    

 
Probationary period: All posts within Brighton Women’s Centre are subject to a one 
month probationary period.  

 
This post is exempt from the Rehabilitation of Offenders Act (1974) as it involves 
access to vulnerable adults and/or children and successful applicants will be 
required to undertake an enhanced level Disclosure & Barring Service Check.  
Applicants must be prepared to disclose any convictions they may have and any 
orders, which have been made against them. Our organisation is committed to 



safeguarding and promoting the welfare of children and expects all staff and 
volunteers to share this commitment. 
 

Project Co-ordinator Person Specification Essential (E) 

Experience of working effectively with women with multiple complex 
needs (MCN). 

E 

Service management and development experience. E 

Knowledge and understanding of the issues relating to women and 
children with multiple and complex needs including mental health, 
physical health and traumatic life experiences 
 

E 

Excellent communication, interpersonal and relationship building 
skills. 
 

E 

Ability to understand, empathise and uphold BWC aims, principles and 
policies. 

E 

Experience of adhering to organisational policies with particular regard 
to child and adult safeguarding. 

E 

Experience and ability of partnership working to deliver activities and 
establish and maintain effective relationships with professionals across 
varying disciplines. 
 

E 

Commitment to extending professional competence, including ability to 
reflect on practice and make good use of managerial and clinical 
supervision. 

E 

Ability to work flexibly as part of a team and on your own initiative. 
Ability to work proactively and taking the appropriate action without 
instruction. 
 

E 

Able to remain calm in a crisis, work within clear boundaries and to 
have a methodical approach to problem solving.  
 

E 

Ability to be flexible in an ever-changing work environment, manage 
own priorities and excellent organisation skills. E 

Proficient IT skills including Microsoft Office and ability to do own 
administration, undertaking monitoring and recording as required. 

E 

Ability to develop and maintain positive, collaborative working 
relationships, based on self-awareness and openness to making 
personal changes. 
 

E 



 
E= Essential criteria 
D=Desirable criteria 

A working knowledge and understanding of local services.  E 

An understanding of and commitment to equal opportunities and 
diversity. Awareness of barriers facing communities with protected 
characteristics. 
 

E 

Committed and reliable member of the team and understands impact of 
role within the organisation. 
 

E 

Familiarity with self-care, with the ability to manage challenging 
information and emotions. 

E 


