
 

 

 

 
Job Title: Maternal Mental Health Alliance Membership and Communications 
Assistant (3 days)   
 
Job Purpose: to provide administrative support to ensure the smooth-running 
of the Maternal Mental Health Alliance (MMHA), manage administration of the 
MMHA membership function and provide support to the MMHA 
Communications Officer/s on media and communications function 
 
Reporting to: MMHA Director 
 
Posts that this job manages: No direct line management responsibility 
 
Terms and conditions:  
 

 Annual salary is £27k, plus NI and pension (Pro Rata for 3 days / 21 hours a 
week); 

 The post holder will be required to work from home with easy access to 
London  

 The contract is initially fixed term until 30 September 2018, with potential to 
increase to September 2021, subject to funding confirmation  

 Action on Postpartum Psychosis hosts the Comic Relief funds on behalf of 
the MMHA.   

 
 
Main responsibilities: 
 
Administrative responsibilities 

 To assist the MMHA Director in the implementation of the MMHA 
development grant and day-to-day work of the Maternal Mental Health 
Alliance (MMHA) on behalf of the MMHA members 



 

 To set up (and manage where appropriate) administrative systems for the 
team, including diary management systems for MMHA staff and shared 
folders for key documents 

 To organise the logistical and administrative aspects of MMHA events and 
meetings, including taking minutes of meetings when necessary 

 To handle routine enquiries and respond where appropriate on behalf of the 
MMHA 

 In agreement with the MMHA Director, where relevant, to manage 
relationships between the MMHA and selected organisations/ individuals  

 To represent the MMHA at external events 

 To support the MMHA team (currently the MMHA Director and 
Communications Officer/s, and occasionally the Everyone’s Business 
campaign team) with administrative and other tasks as and when required 

 To provide back-up support and cover for core MMHA team members (and 
occasionally to the Everyone’s Business campaign team) as and when 
necessary 

 To support the MMHA Director in carrying out research into potential 
funders and putting together fundraising proposals and to contribute to the 
strategic development of the MMHA 
 

 
Communications responsibilities 

 

 To assist the MMHA Communication Officer/s in implementing the 
Communications Strategy and developing/championing the MMHA’s brand  

 To assist with communications on behalf of the MMHA, including monitoring 
news stories and contributing content to the website, newsletter and social 
media channels as appropriate 

 To assist the MMHA Communications Officer/s in collating communications 
statistics and monitoring and evaluating the effectiveness of 
communications activities 

 To provide support during media launches 

 To assist in the production, print and publication of MMHA reports and 
documents 

 To maintain the MMHA’s photo and image library 

 To manage and record the distribution of MMHA publicity literature 
 

 
Membership responsibilities 
 

 To respond to membership queries and to keep the database of MMHA 
members regularly updated 

 To send out membership and joining fee information to new members and 
ensure their transition to membership is smooth 

 To support the development of administrative/CRM systems to enable 
effective management of communications with members 



 

 To contribute to member communications including e bulletins and manage 
their distribution 

 To organise and provide administrative support for MMHA Members’ 
Meetings and other member events 

 
 
Essential skills and experience required: 
 

 Excellent administrative skills 

 Excellent written and verbal communication skills including writing for a 
range of audiences and for different formats including online 

 Experience of providing excellent customer service to members and 
supporters or equivalent skills gained in a similar environment 

 Excellent organisational skills, including an ability to plan, organise and 
prioritise work to deadlines and under pressure 

 Excellent interpersonal and diplomatic skills and proven experience in 
working with sensitivity with a range of diverse stakeholders 

 Excellent ICT skills 

 Experience of organising successful events and meetings 

 Excellent team working skills  

 Experience of representing organisations / campaigns to external audiences 

 Ability to stay flexible and calm in a busy and often changing environment 

 Resourceful with the ability to work on own initiative with minimum 
supervision 

 Willingness and availability to travel for occasional events and meetings 
 
Desirable skills and experience required: 
 

 Understanding of or interest in perinatal mental illness, including the range 
in type and quality of treatment experienced by women in the UK 

 Understanding of or interest in the potential roles of service-user 
organisations and individuals, as well as clinical professionals and 
campaigning organisations in the mental health/child 
development/maternity fields 

 Experience of providing support in a communications and/or membership 
function 

 Experience of writing/proof-reading articles, newsletters, press releases, 
web copy, social media copy and/or reports to tight deadlines and of 
collating evaluation data in a communications environment  

 Experience of working from home and managing work/time, and 
communication with team members accordingly  

 Based in or close to London to enable easy access to London-based meetings, 
and travel to other parts of the UK 

 Willingness/ability to travel to other parts of the UK, with occasional evening 
meetings/overnight stay 

 



 

 
About MMHA 
The Maternal Mental Health Alliance (MMHA) is a coalition of over eighty national 
professional and patient organisations in the UK committed to improving the mental health 
and wellbeing of women and their children in pregnancy and the first postnatal year. We are 
motivated by the current shortfall in the quality, availability and accessibility of antenatal 
and postnatal mental health care and the lack of knowledge about this issue amongst health 
and social work professionals and the wider public. 
The MMHA’s vision is ‘to improve the lives of mothers and their infants’ and we focus on 
three routes to improving perinatal mental health services: awareness, education and 
action. 

MMHA's Comic Relief development grant is hosted by Action on Postpartum Psychosis (APP) 

@MMHAlliance 

#everyonesbusiness 

#MABIM 

Application process and interview information 
Please email your CV and a cover letter (no more than 2 sides A4) addressing key skills and 
experience by 8am Wednesday 15 March to angela@app-network.org 

The interview process will have two stages held on Wednesday 22 March and Thursday 30 
March in London (venue tbc). 
 
 

 

 

 

 


