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Helping people to help themselves
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Administrator: 

Computerised Cognitive Behavioural Therapy (cCBT) Department
Reporting to:
cCBT Manager

Salary:
13,189 pro rata per annum

Working hours:
17.5 hours per week

Contract length:
Fixed Term 1 year
Holidays:
25 days per annum pro rata (rising to 30 days per annum pro rata after 5 years’ service), plus Bank Holidays

Based at:
Zion Centre, Manchester, (and on an outreach basis at various locations across the North West)

Self Help Services is a user-led mental health charity that has developed considerable expertise in the field of primary care mental health across the North West.  The charity currently delivers a range of services including:
· self help support groups (drop in and structured well-being)

· computerised cognitive behavioural therapy (cCBT) services

· counselling 

· 1:1 and group CBT-based interventions at both high and low intensity. 

The organisation receives most of its funding from the NHS and holds major IAPT contracts in Manchester, Halton/St Helens, and Stockport.

The cCBT department is currently experiencing rapid growth, and we are looking to recruit a motivated and skilled individual to provide administrative support to the cCBT team. The role will involve a range of administrative and business support duties, including data input, database training, managing post and dealing with client enquiries. The successful candidate will have excellent IT and communication skills along with the ability to organise and prioritise their own workload.
Self Help Services welcomes applications from people with personal experience of mental health problems.  

The Big Life group positively promotes diversity in the workforce. 

For more information about this post please contact Nic Seccombe at nic.seccombe@selfhelpservices.org.uk. For an application form, job description and person specification please go to http://www.selfhelpservices.org.uk/vacancies/ 

Please note that the correct application form must be used, and CVs will not be accepted.

The closing date for applications is 30th November 5pm; applications received after this time will not be considered. Interviews will be held week commencing 3rd December.
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INVESTOR IN PEOPLE
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