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	Co-production Officer


	Location
	Somerset (home based)

	Service/Department
	Policy and Practice

	Reporting to
	Co-production Manager

	Responsible for (staff)
	No

	Disclosure & Barring Check
	This post will be subject to a DBS Enhanced with Adults Barred check

	


	Terms and Conditions 
(pro rata for part-time posts of less than 35 hours per week)


	Hours per week
	28 hours


	Salary range (pro rata)              
	£19,432.27 to £21,703.54pa 

	Salary band/scale
	27-31

	Contract type
	Permanent 

	Work Type
	Homebased

	Allowances (pro rata)
	n/a 

	

	Post Details 
(HR reference only)


	Date / Version
	







	Job Summary


	[bookmark: _Hlk76490122]Rethink Mental Illness is a mental health charity working for better quality of life for people affected by mental illness. 

We are working with citizens, the NHS, councils and other charities and community organisations in places around England to transform community mental health services. As part of this work, we facilitate co-production programmes to bring lived experience perspectives about positive change together with those of staff in the NHS, councils, and voluntary sector.

Co-production means people with lived experience (experts by experience) of mental illness/challenges working as equal partners with people who work in organisations that provide treatment and support (experts by training). 

This role is to support the Co-production Manager and Senior Co-production Officer’s work in facilitating and delivering the co-production objectives within the programme plan for Somerset. You will enjoy organising activities and compiling information and suggesting ways of working more effectively. You will also feel confident in supporting Experts by Experience in their involvement in the mental health transformation and be able to do so independently where needed. There is plenty of opportunity to develop your skills and get involved with activities such as presenting information and evaluation.

You will work with the following people and teams:
· Rethink Co-production Manager
· Rethink Senior Co-production Officer
· Rethink Co-production Practice Manager
· Rethink Head of Co-production and Involvement
· Somerset Experts by Experience and Experts by Training
· Rethink Open Mental Health (Somerset) staff


	


	Team Description 

	

	

Co-production is at the heart of our work, and we have a growing Co-production and Involvement practice that works closely with colleagues in the Unit (eg community engagement, community alliances, equalities, NHS collaboration). We take a place-based approach where each area we work in has a matrix programme team. 


	











	

	What I do and achieve


	· Support the work of the co-production team through keeping track of programme activities to deliver the co-production plan on time and within budget.
· Support the work of the co-production team in evaluating the co-production programme.
· Support the work of the co-production team in presenting information for lived experience consideration and recommendations about transformation focus topics and ensure these are heard and valued by system partners so they can influence positive change.
· Support the co-production team to facilitate online and face to face consideration spaces/meetings, including set-up, invitations, co-creating agendas, note taking.
· Support the co-production team with administrative processes, such as arranging meetings, designing frameworks and documents, and supporting Experts by Experience.
· Support the work of the co-production team through developing and maintaining processes and information flow/recording about the programme, including liaising with Rethink colleagues, and people in partner organisations.
· Support with events, workshops and training.
· Champion the value of lived experience in co-design, co-implementation and co-evaluation.
· Share and reflect on co-production practice and learning from your work with Rethink colleagues and develop resources together.
· Champion equality and inclusion throughout the work of the programme.


	

	Who I am? 


	I have the essentials covered:
· I have experience of mental health services or working with service users/carers.
· I have an aptitude for organising information and activities to meet the objectives of a plan.
· I can take a flexible approach to find ways to overcome obstacles.
· I can propose ways of working more effectively.
· I can work in an inclusive way, championing equality and diversity.
· I can support Experts by Experience with empathy and understanding and feel confident doing so independently in meetings and via email/phone.
· I have good writing skills and can present information effectively.
· I can produce updates and reports.
· I am experienced in administrative and operational tasks to support projects and meetings.
· I am able to work independently, prioritise tasks, and positively respond to unforeseen challenges.
· I am proficient in using online meeting software eg MS Teams, Zoom.
· I am proficient in Microsoft Office software eg Outlook, MS Word, Excel, PowerPoint.
· I am based in Somerset

I may also have:
· Understanding of citizen participation approaches, and equalities and diversity.
· Understanding of the health and social care system and service provision for people affected by mental illness.


	
What I value and how I will behave


	I can demonstrate and apply Rethink Mental Illness values of:

· Passion - We are passionate about leading the way to a better quality of life for everyone severely affected by mental illness.
· Commitment - We work tirelessly to provide support for everyone severely affected by mental illness.
· Openness - We are open and transparent in all our work with beneficiaries, supporters, partners and the public to achieve change for people severely affected by mental illness.  
· Hope - We offer hope of a better quality of life for all those severely affected by mental illness.
· Expertise - We constantly use our expertise to provide practical and personal support for people who are severely affected by mental illness.
· Understanding - People who are severely affected by mental illness are at the heart of everything we do in our organisation – our membership, our governance and our workforce.
· Equity - We believe that in a world where discrimination and disadvantage exist, treating people with equity is critical to ensure justice and fairness for all.

I can apply and demonstrate RethinkCARES behaviours of:

· Connect – We work together, we celebrate together
· Accountable – We do what we say we will do 
· Respect – We believe everyone counts 
· Evolve – We challenge, we listen, we change 
· Success – We deliver results




General Duties:
· I will act in accordance with the provisions of Data Protection legislation (as amended). 
· I will ensure all records, personal, staff and client data are managed in line with Data Management and Information Governance policies, relevant legislation, codes of practice or contractual obligations.
· I will comply with legal and regulatory requirements such as provisions set out in the Health and Safety at Work Act 1974.
· I will act in accordance with the charity’s Health & Safety and Safeguarding policies and to notify your line manager promptly if there are any concerns.
· I will participate in regular supervision and appraisal and undertake any relevant training.
· I will work in accordance with the charity’s national policies and local operating procedures and those of external regulators or professional bodies.
· The list of duties is not exhaustive; the line manager may stipulate other reasonable requirements and projects commensurate with the general profile and grade of the post. 

	Budget Manager
	

	Recruitment and Staffing 
	




We welcome applications from everyone, applicants who have lived experience of mental illness, are from a Black or minority ethnic background, who are LGBTQ+, neuro-diverse, have any protected characteristic. are actively encouraged to apply. We are proud to have also been awarded Disability Confident employer status and therefore we ensure our recruitment process is inclusive and accessible to everyone.
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