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Programme and Data Officer  – 
Application Pack for Cwm Taf Morgannwg Mind




We are Cwm Taf Morgannwg Mind and we welcome you to join the fight for mental health and wellbeing!
We work across Merthyr Tydfil, Rhondda Cynon Taf and Bridgend supporting around 4000 people every year. We need passionate people who share our values to help us deliver our life-changing services.
Our vision 
We won't give up until everyone experiencing a mental health problem gets both support and respect.
Who we are?

We are a Local Mind and a proud member of the Mind network. An independent charity: providing excellent mental health services through raising our own funds under the leadership of our Trustee Board. 
We work in partnership with colleagues across the Mind network to drive change for people with mental health problems and consistently improve our services in line with Mind’s shared values:
· Open: We reach out to anyone who needs us.
· Together: We're stronger in partnerships.
· Responsive: We listen, we act.
· Independent: We speak out fearlessly.
· Unstoppable: We never give up.

Our team of dedicated staff and volunteers have created local values that inspire them to continue to offer the hope, compassion, and tools for building resilience and wellbeing that is central to our vision. 
· We provide hope beyond surviving.
· We have compassion for ourselves and others.
· We are passionate about building resilience and wellbeing.
We are dedicated to changing the lives of people living in local communities, and if you are too, we hope you will apply to join us.
Programme & Data Officer
Annual salary £25,307
37 hours a week 

This is an exciting opportunity to join the fight for mental health and wellbeing across Cwm Taf Morgannwg through helping us to sustain vital funding to deliver our life changing services for people living with mental health problems. Our Programme and Data officer will ensure that all staff and volunteers are equipped to record accurate data and coordinate the production of regular project updates on a wide programme of activities in line with our organisational strategy.
You will have a passion for organisational impact, effectiveness and accuracy, and an understanding of the compelling stories that data can tell when collected appropriately and with care. You will also understand the dangers of non-compliance with data processing legislation and the reputational risks of data breaches and importance of cybersecurity to upholding your Data Officer duties. (Please note: training will be available to the right candidate to help you monitor and investigate potential data breaches and maintain our Data Asset Register). 
A great career move for someone looking to gain insights into the activities of senior management /pursue chief data officer status as you will act as secretariat for the Strategic Management and Leadership Group (SMLG) and work with SMLG members and the CEO directly to ensure the successful implementation of Cwm Taf Morgannwg Minds strategy. 
Most importantly, you will be helping people with mental health problems receive transformative, life-changing, mental health support from Cwm Taf Morgannwg Mind.
 

Role Purpose
· Develop CTM Mind’s ability to monitor performance and progress on key organisation priorities through coordinating monthly /quarterly project update reports and quantitative data reporting across CTM Mind programmes and projects.
· Helping the effective planning and preparation for key workstreams and ensuring accountability of delivery across all programmes, projects, and organisational initiatives.
· Enabling projects to operate and report efficiently using our CMS Lamplight and assisting staff and volunteers in understanding and complying with organisational duties falling under the Data Protection Act 2018.
· Identify where further data/data analysis is needed / could be beneficial to achieving organisational impact.
· Strengthening cybersecurity, ensuring secure systems, managing data assets, and promoting compliance.


Responsible to: Marketing, Communications & Fundraising Manager

Main duties and responsibilities
Develop CTM Mind’s ability to monitor performance and progress on key organisation priorities, ensuring accountability across all projects and plan and prepare effectively for key workstreams, including cyber security and data protection aspects.
· Establish and maintain regular communication with project managers and project leads.
· Act as a secretariat for the SMLG.
· Design and implement appropriate project reporting mechanisms for cross-organisational priorities under guidance of line manager / CEO, ensuring the SMLG is informed about programme development and ongoing activities.
· Coordinate the submission of project briefs drafted by managers and leads of thematic pieces of work so that no work is undertaken without clear objectives outlining alignment to organisational priorities, timelines and potential risks.
· Update the strategic risk document/spreadsheet in line with discussions at SMLG/CEO and ensure an up-to-date version is available should Board members request to view outside of scheduled meetings.
· Support the implementation of a reporting by exception register with the Head of Talking Treatments and Chair of Operational Management Group.
· Support the building of knowledge and organisational monitoring at a strategic level through the provision of clear, high-level reporting about impact, outcomes and risks.
· Implementing robust measures, staying updated on industry standards, conducting risk assessments – under guidance of line manager, establishing secure protocols, promoting employee training, monitoring incidents, collaborating with IT teams, and regularly evaluating the cyber security element of the digital strategy.

Enable projects to operate and report efficiently using our CMS Lamplight and ensure organisations compliance with GDPR
· Perform Lamplight project and system administrator duties including:
· Ad hoc Lamplight database configuration – working with colleagues to ensure projects operate smoothly and in accordance with reporting requirements – e.g., adding and removing relevant data fields, tabs, areas and subareas of work, locations, evaluation, outcome forms, etc.
· Lamplight database analysis – creating groups and group data views to provide key information – e.g., positive feedback register.
· Lamplight database GDPR compliance – ensuring CTM Mind complies with GDPR and other relevant policy through the deletion of old data and database operator management, e.g., granting users access and locking ex-employees out.
· Lamplight database cleansing – ensuring there are no duplicate profiles for clients, organisations, projects and contacts through merging and/or deleting/archiving profiles, as well as ensuring profiles have the correct ‘type’ and ‘role’ attributed to them to help ensure accurate reporting.

· Lamplight database trainer (in-house element):
· Providing ad hoc training to users in key roles that require the monitoring and analysis of data, to ensure SLAs are being met and data quality is good.
· Help ensure data entry consistency to enable multi-project reporting – e.g., ensuring all users record data to the correct type of activity record to allow for effective relational reporting.
Note: you will not be responsible for the implementation of new projects onto Lamplight nor the staff training that is part of that implementation, as this requires the expertise and services of Lamplight themselves.
Identify where further data/data analysis is needed or could be beneficial to achieving organisational impact.
· [bookmark: _Hlk140576709]Using insights gained through programme and project monitoring, create a project brief about how we can develop and use our data to help achieve organisational impact.
· Collaborate with IT and relevant departments to ensure secure system design and operation.
· Monitor and investigate security incidents, taking prompt action to mitigate breaches.
· Maintain and update the centralised inventory of data assets, supporting data governance and compliance.
· Oversee the Data Protection Policy, providing guidance to staff on data protection matters.
· Contribute to data governance, compliance, and effective data usage.

Effective Teamwork: 
Engage team CTM Mind to help the Organisation achieve its strategic objectives.
· [bookmark: _Hlk118484594]Work with the SLMG and wider lead and line manager core team to help plan and organise for key events through creating and updating an organisational calendar and ensuring lead times are clearly stated for the development of resources, staff time and other co-dependencies.
· Use appropriate software to map progress and accountability for the organisations strategic aims and objectives including organisational priorities, BACP certification, Advocacy Charter Mark, Mind Quality Management (MQM) (developing reporting systems and unconscious bias), staff wellbeing and empowerment programme and safeguarding issues, helping identify any trends.
· Work with colleagues to ensure internal programmes are run like projects using project management software to track progress and ensure accountability.
· Create a project management document to monitor project performance and work with line managers and project leads to update this each month/quarterly as appropriate.
· Work with colleagues to gather information required for monthly project briefs.
· Work with SMLG/CEO to amend the strategic risk spreadsheet in line with discussions at team meetings, ensuring an up-to-date version is available.
· Work with the Head of Talking Treatments and Chair of Operational Management Group to support the implementation of a reporting by exception register.
· Work with service delivery colleagues across the organisation to ensure their database is up to date and ‘fit for purpose’. This work involves:
· Addressing ad hoc database configuration needs to help projects on both an operational level and for reporting needs.
· Supporting, coaching and empowering colleagues to use Lamplight confidently.
· Communicating any changes to Lamplight database interface effectively.
· Work with Lamplight to make any necessary structural changes to our database, e.g., providing clear instruction documents containing IDs of what data fields require moving or merging.
· Work with Lamplight to address any issues with our system.
· Collaborate with team members to align cybersecurity initiatives and data protection efforts with the organisation's strategic objectives.
· Provide guidance and support to team members on implementing secure practices and adhering to data protection policies.
· Actively brief CEO/SMLG on opportunities for enhancing cybersecurity, improving systems' security, and effectively managing data assets to support the achievement of organisational goals.

Organisational Duties
· Share the charity’s values and have them at the forefront of the delivery of your work and your relationships with colleagues internally and externally.
· Play an active role in supporting Cwm Taf Morgannwg Mind’s staff wellbeing agenda by engaging in and prioritising your own wellbeing and the wellbeing of your colleagues.
· Take an active part in the one-to-one process demonstrating a willingness to learn and maturity to receive and act on constructive, developmental feedback so you can excel in all your duties, meet individual and organisational KPIs and be fulfilled in your role.
· Work to objectives, specific projects and other ad hoc duties agreed with your line manager, fulfilling any deadlines, reviews and reporting procedures required.
· Work inclusively and willingly engage in the charity’s ongoing commitment to challenge unconscious bias and expansion of non- discriminatory, culturally competent practices.
· Carry out all duties in line with all Cwm Taf Morgannwg Mind’s policy and procedures and relevant legal and regulatory requirements. 
· [bookmark: _Hlk140576947]Participate in ongoing training and professional development opportunities to stay updated on the latest cybersecurity trends and technologies.
· Champion a culture of confidentiality and data protection, ensuring the proper application of Data Protection legislation and Mind Quality Mark objectives.

Our Commitment
[bookmark: _Hlk136892265]At Cwm Taf Morgannwg Mind we are committed to living the values created by our own staff team to fully embody Mind’s vision:

‘We won’t give up until everyone experiencing a mental health problem gets both support and respect’.
Your mental health and wellbeing are important to us. Working in mental health can be demanding and you cannot pour from an empty cup. The values below were developed by the Cwm Taf Morgannwg Mind Team to strengthen the mental health and wellbeing of every member of the CTM Mind community: our colleagues, our volunteers and service users.

They shape our interactions, our policies, and methods of service delivery. They also shape the way we work together and the support that you can expect to receive from your colleagues, line manager and the wider management and leadership team:

· We provide hope beyond surviving.
· We have compassion for ourselves and others.
· We are passionate about building resilience and wellbeing


At the start of employment, the successful candidate will undertake an in-depth induction to ensure that they are aware of all Cwm Taf Morgannwg Mind services, to feel confident in delivering guidance on the services we offer to the community. 
 
We promote a healthy work-life balance and are currently developing an ambitious staff wellbeing and empowerment programme. We also offer a range of training, personal and professional development opportunities, a 24-7 wellbeing helpline, pension benefits, 25 days annual leave plus bank holiday, and best of all the opportunity to join a fantastic team.

Personal Specification 
Essential Qualifications
Level 4 qualification or above in a relevant field such as program, project or business management.

Desirable Qualifications
Additional certifications or courses related to data management (e.g., Certified GDPR Foundation and Data Protection Officer (C-DPO)), cybersecurity, computer science, information technology, or a related discipline would be beneficial. 

Essential Skills and Experience
· Effective communication and collaboration skills to coordinate with project teams, stakeholders, and cross-functional parties, gathering information, resolving conflicts / potential miscommunications to ensure organisational progress.
· Excellent project management and time management skills to effectively coordinate, track progress, and prioritise multiple projects, meet reporting deadlines, and ensure alignment with organisational schedules.
· Proficiency in IT, particularly Microsoft 365, word and excel
· Proficiency in accurately recording data in line with organisational and legal requirements
· Experience in database use
· Being adaptable and flexible in the face of changing circumstances and evolving programme requirements to navigate challenges and adjust to meet the needs of the charity and its beneficiaries.
· A growth mindset and demonstrable commitment to staying updated with industry trends, best practices, and new tools or methodologies in project management and data reporting.
· Maintains the highest ethical standards, confidentiality, and respecting client privacy.
· Demonstrable emotional resilience and commitment to self-care, with the ability to overcome setbacks and challenges

Desirable Skills and Experience
· Ability to develop and deliver training sessions, workshops, or presentations on data protection, database use and cybersecurity to empower staff and volunteers.
· Familiarity with cyber essentials framework and experience in implementing and maintaining robust cybersecurity protocols and measures.
· Experience in incident response and handling security incidents, including data breaches.
· Proficiency with relevant software tools and systems used for project management, data analysis, and reporting.
· Familiarity with data protection laws and regulations (e.g., GDPR and DPA). and practical experience in ensuring compliance.
· Database administration experience.
· Ability to speak Welsh.

Personal Attributes
· Strict attention to detail and ability to work at pace
· Team player with strong problem solving and critical thinking abilities
· Technological Aptitude
· Positive attitude and regard for others learning styles recognising that data and cybersecurity may at times be difficult for colleagues to understand.

All candidates invited to interview will be expected to demonstrate how their skills, experience, qualifications and lived experience enable them to deliver against our values as a Local Mind and Member of the Mind network.

	Value
	Core Competency

	We provide hope beyond surviving
	Demonstrates non-judgmental, compassionate, and unconditional positive regard to the people we serve and tenacious hope that there is life beyond surviving.

	We have compassion for ourselves and others

	Validates service users/colleagues understanding of their own life experiences, actively listens with compassion, and communicates with understanding, authenticity, and kindness within the remit of professional boundaries to ensure the safety and wellbeing of all service users, volunteers and staff

	We are passionate about building resilience and wellbeing
	Accepts that life brings trauma, challenges, and stressors and is committed to self-care and the cultivation of a growth mindset to promote resilience and wellbeing in themselves, colleagues, service users and volunteers.



How to apply  

To express an interest in becoming our Programme and Data Officer, please send your CV and a short expression of interest (max 500 words) recruitment@ctmmind.org.uk
For closing date details, please see the website.
 
Your expression of interest must state how you meet the person specification and support our values, and why you want to work in this role at Cwm Taf Morgannwg Mind. 

If you have been successfully shortlisted for interview you can expect to hear from us via email and written confirmation. Unsuccessful applicants will also be notified by email. 

Interviews: Please see the website for further information and interview dates.
 
If there are any reasonable adjustments, we can implement in our recruitment that would make the process more accessible, please contact us directly with your request. We commit to considering all such requests. 

We would also be grateful if you can also complete and return the diversity form that will be sent to you once you have made an application. This information will be kept anonymously. It is not used as part of the selection process. 

The successful applicant will be expected to provide satisfactory references, evidence of qualifications and professional accreditation/memberships and demonstrate that they have the right to work in the UK. 

  


	


Cwm Taf Morgannwg Mind
115 High Street 
Merthyr Tydfil
CF47 8AP
T: 01685 707480
ctmmind.org.uk
Registered charity number 1123615
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