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BROMLEY & LEWISHAM MIND 
 

JOB DESCRIPTION 
 
 
Job Title:        Deputy Head of Services 
 
Location:          Greenwich 
 
Hours:           37.5 per week 
 
Reports to:  Head of Services 
 
Direct Reports: Joint Clinical Leads (job share) 
   Peer Support and Volunteer Co-ordinator 

Senior Advocate 
Administrator 
Senior Information and Advice Worker 

    
 
Job Summary 
 
The Deputy Head of Services provides leadership and senior operational management for key 
areas of service delivery, including all the Greenwich based services, and the new mental health 
pathway of the Bromley Well service. The role includes developing and maintaining excellent 
partnership relationships within the Royal Borough of Greenwich and within the Bromley Well 
partnership. 
 
Specific Responsibilities 
 
1. Leadership and Management 
 
1.1 To promote and pursue the aims and objectives of Bromley & Lewisham Mind as set out in 

organisational plans and policy documents 
1.2 To be the organisational lead for areas of work, particularly related to key areas of service 

delivery and for the organisation’s work in Royal Borough of Greenwich 
1.3 To liaise with stakeholders, developing and maintaining excellent relationships and seeking 

out opportunities to promote Bromley & Lewisham Mind, its services and ethos 
1.4 To prepare papers for and attend meetings of the Board of Trustees and its sub-committees 

as required 
1.5 To ensure the smooth and effective running of the services within the remit of the role, 

which may be subject to change and development over time 
1.6 To provide effective and inspirational leadership for service staff and volunteers 
1.7 In conjunction with the service staff, to develop annual Service Work Plans that reflect the 

organisational Business Plan and current service development priorities, and to ensure their 
effective implementation 

1.8 To ensure systems for staff and volunteer induction, supervision, appraisal and support are 
implemented consistently and to a high standard across the services 

1.9 To provide direct supervision and support to staff, enabling them to effectively lead the 
services they are responsible for 
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1.10 To maintain a culture and practice of continuous improvement, including through the use of 
quality systems and the dissemination of policy and practice developments 

1.11 To support Managers in identifying training and development needs for themselves and 
their staff, and where appropriate to be involved in its organisation and delivery 

1.12 To support and encourage the development of leadership skills at all levels of the 
organisation 

1.13 To ensure that all staff exercise their responsibilities regarding the health, safety and 
wellbeing of service users, and to deal appropriately with complaints 

1.14 To be responsible for ensuring the efficient and effective management of service budgets 
and that services are run as cost-effectively as possible 

1.15 Alongside colleagues, to identify priorities for service development, and liaise with 
colleagues to achieve these effectively, on time and on budget 

1.16 To act as the organisational lead for volunteering and the development of our practice in 
supporting and equipping volunteers 

 
2. Business Development 
 
2.1 To work with the Chief Executive and Head of Services to identify and pursue business 

development opportunities that support Bromley & Lewisham Mind’s Strategic Plan 
2.2 To contribute to, and where appropriate lead on, the preparation of tender submissions, 

grant funding bids and fundraising appeals 
2.3 To manage the successful implementation of new services and projects from funding award 

to full and effective operation 
2.4 To contribute to the effective marketing of Bromley & Lewisham Mind’s services and 

products to potential customers  
2.5 To ensure the development of strong relationships with current and potential funders with a 

view to securing ongoing and new funding 
2.6 To seek out and negotiate informal or formal partnerships that further the aims and 

business objectives of Bromley & Lewisham Mind 
 

3. Reporting and Quality Assurance 
 
3.1 To ensure systems, including the Quality & Performance Framework, are consistently used 

to monitor services against agreed targets and standards and to collect feedback from 
service users 

3.2 To co-ordinate the preparation of reports for the Board and its committees, funders and 
others as required. Ensure that monitoring reports are comprehensive, timely, accurate and 
include robust outcome monitoring information 

3.3 To report and make recommendations to the Head of Services on major emerging issues 
and concerns 

3.4 To contribute to preparing for external quality monitoring assessments 
 
4. Facilities 

4.1 To be a first point of contact for facilities and maintenance issues at Greenwich, working 
closely with the HR & Facilities Team, to prioritise and respond appropriately to urgent issues 
as they arise 

4.2 To act as the primary Health and Safety representative on site, working with the HR & 
Facilities Team to ensure policies and procedures are followed and implemented  
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4.3 To carry out risk assessments, act on and report findings to HR & Facilities. Ensure that 
incidents are reported in accordance with requirements and any concerns are reported to HR 
& Facilities 

 
5. General Responsibilities 
 
5.1 Keep accurate and appropriate records, providing information for monitoring and evaluation 

as required 
5.2 Participate in and actively contribute to individual supervision, training and team meetings 

as required 
5.3 Work in accordance with Bromley & Lewisham Mind’s Aims, Objectives and Values 
5.4 Comply with all organisational polices and procedures, and in particular to ensure safe, fair 

and responsible working practices through implementation of Bromley & Lewisham Mind’s 
Health and Safety, Equality and Confidentiality policies 

5.5 Undertake duties in such a manner to ensure the health and safety of post-holder, 
colleagues, service users, volunteers and visitors 

5.6 Work flexibly, being prepared to perform other duties commensurate with the role 
5.7 Actively support and promote Bromley & Lewisham Mind fundraising activities as part of 

your day to day duties 
5.8 Promote the work of Bromley & Lewisham Mind and positive understanding, awareness and 

attitudes towards mental health 
5.9 Work at all times to promote equality, diversity and individual rights. 
5.10 Ensure compliance with National Mind’s Mind Quality Mark 
5.11 Work alongside and ensure active service user and carer participation in all aspects of work, 

including design, implementation and monitoring of activities 
5.12 Work in line with Bromley & Lewisham Mind’s codes of practice and maintaining good 

relationships internally and externally 


