
Introduction
Thank you for your interest in joining Healthy Teen Minds!
We are a small organisation with big ambitions to change the future for children and
young people.  We believe the role young people can play in transforming the mental
health ‘system’ is significantly undervalued and so we are working to challenge the
status quo and enable young people-powered change.

About Healthy Teen Minds

Healthy Teen Minds was started in 2013 by our Chief Executive Robin Barker who wanted to
find a way to enable changes in education and policy for children and young people’s mental
health utilising co-production; the co-design and co-delivery of a project or service. Originally
an organisation of one, Healthy Teen Mind’s is now a limited company with a small central
team working together to create a world in which young people’s voices have influence on
the decisions, issues and systems that impact their lives. You will be working alongside
Stuart our Coproduction and People Coordinator and Jodie our Project Coordinator , who
you will report into as Team Assistant.

We are proud to be delivering two main projects. We Can Talk, aimed at supporting hospital
staff with the skills, knowledge and confidence to provide high quality care to children and
young people presenting to hospital in a mental health crisis. And Crisis Tools, a national
online training resource for crisis workers who support young people.

In addition to our central team, we employ Young Advisors, young people with lived
experience, and Associate Trainers (from various backgrounds - hospital, CAMHS, patient
experience) to deliver training and support the projects.

Like many organisations over the last year, we have adapted to the restrictions that have
been brought on by the pandemic, which has seen Healthy Teen Minds move from a
face-to-face to an online delivery method. You will be joining the team during this exciting
phase of change, supporting more hospitals than ever through our new online venture and
developing our reach to different audiences. This is where you come in!

We need a talented Team Assistant to support our team and help keep our organisation and
projects on track. By playing a key role in ensuring all admin, planning, travel and training
run smoothly, you will join us in our mission to change the future for young people.

If this sounds like a company you would fit in well with and you’re excited to play a crucial
administrative role in, then please read through this pack and complete our google form
application before 23:59 on the 6th June 2021.



About the role

To ensure the diversity of our team, we will appoint a candidate from a background that is
currently under-represented in our organisation if two candidates are equally qualified (using
positive action under the Equality Act 2010).

Key dates:
● Application forms due by 23:59 6th June 2021
● Shortlisted candidates will hear from us on the 7th/8th June 2021
● Interviews will take place on Thursday 10th June 2021
● Successful candidate will be appointed on the 11th June with an anticipated start end

of June 2021 (or sooner if possible)

Please note that we are not accepting CVs as part of our application process.

How to apply

To apply for the role, please read through this job pack carefully, complete this online
application form and submit the below task before 23:59 on the 6th June 2021. We highly
recommend that you prepare your answers in a Word document and paste them into the
online application form when you are ready to apply. You will not be able to save and go
back after submitting. The questions and information for the task you will need to complete
are below.

If you have any questions about the role please contact Stuart Dodzo, Coproduction and
People Coordinator, Healthy Teen Minds; stuart@healthyteenminds.com

Application form questions.
We will only accept applications submitted through our online application form.

Part 1: Name and contact details
Part 2: Application statements:

● Why do you want to work for Healthy Teen Minds? (Max. 300 words)
● What administrative skills do you have and how have you successfully used them in

a previous role? Please provide a specific example. (Max. 300 words)
● Tell us about a time where you have used your customer service skills to deal with a

difficult situation. Please provide a specific example (Max. 300 words)
● Healthy Teen Minds is made up of multiple team members, working across the

country on different projects, priorities and deadlines. What would you say are the top
three most important things to consider when supporting the team efficiently. (Max
300 words)

● Do you have any extra skills, hobbies or interests/expertise that you feel Healthy
Teen Minds could benefit from?

https://forms.gle/PJ4KmRFE6xGHmQbZ8
https://forms.gle/PJ4KmRFE6xGHmQbZ8
mailto:stuart@healthyteenminds.com
https://forms.gle/PJ4KmRFE6xGHmQbZ8


Part 3: Employment history
● Details of your current or most recent employment
● Details of up to 4 more relevant roles to support your application
● Details of any gaps in employment

Part 4: Education history
● Date, qualification level and grade of relevant education

Part 5: Details of 2 references
Part 6: Equality and diversity monitoring

Task to complete

We have been contacted by a nurse who is interested in doing our Fundamentals of
Compassionate Care online training tool, see attached email thread. Due to a really busy
period in the team, we have unfortunately missed an email from them and they have politely
chased us again this morning.

Your task is to reply to Sam’s email and then outline any actions you would need to take
after responding.

Please email your completed task to stuart@healthyteenminds.com, in the form of a Word
document, before 23:59 on 6th June.

Ps. We don’t expect you to design or create anything, just use your best guess as to a
suitable reply given the information you have!
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