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Job Description

Title:			Counselling Coordinator

Salary Scale: 	NJC Scale SO1, Point 23-25. Starting Point 23 £34,434 per annum. Pro rata salary for 25 hours per week £26,518

Hours:	25 hours per week usually to be worked during normal office hours, with some occasional evening or weekend hours required. 

Accountable to:	Head of Services

Location:	The post is currently based at Care for the Carers office, Eastbourne. Additional optional office bases at Uckfield and Lewes with hybrid and/or remote working available.

Job Purpose:		To deliver, and further develop, this safe, professional and accessible counselling service for carers in line with Care for the Carers policies and strategic objectives.

	To coordinate the service, including allocation of counselling provision and monitoring and evaluation of the service.

Functional 
Relationships with:   Carer Support Workers, Volunteer Coordinator. 

Responsible for:	 Counselling Administrator, Volunteer Counsellors. 

Key Responsibilities:

Service delivery

1. Assess the needs of carers upon referral to the service, including risk assessment and identifying the appropriate talking therapy, and match service users with counsellors.

2. Ensure the safety and support of young people and vulnerable adults in line with Care for the Carers’ safeguarding policies and procedures.

3. Provide support, management and clinical supervision, as appropriate, to Care for the Carers’ volunteer counsellor team, including recruitment and induction of new counsellors.

4. Manage and maintain any waiting list for the service. 

5. Work with partner colleges to recruit and support counsellors in training to deliver the service.

6. Liaise and network with relevant statutory and voluntary organisations to provide individually appropriate support to service users.

7.  Evidence and propose options for the ongoing development of the service, including maintenance of our BACP Accredited service status and submission of annual report to BACP

8. Lead on agreed service development.

9. Managing and identifying venues for counselling ensuring that they meet BACP requirements

Service monitoring and record keeping
1. Maintain and review record keeping systems to ensure they remain appropriate, in line with data protection requirements and Care for the Carers policies and organisational requirements.

2. Ensure the preparation of service statistics at regular intervals

3. Ensure project outcomes and outputs are effectively monitored and evaluated, with input from a range of stakeholders including service users

Other
1. Attend relevant meetings and training as required. NB This post requires Clinical Supervision of groups of volunteer counsellors. 

2. Ensure project budgets are adhered to and financial systems maintained.

3. Maintain and develop work with Care for the Carers colleagues to ensure appropriate promotion of and referral to the service. 

4. Maintain and develop relationships with other agencies e.g. East Sussex College, South Coast Wellbeing & Training, Dunamis and The Link Centre and also local stakeholders (ie health and social care services)

5. Support, promote and work in accordance with Care for the Carers values, policies, aims and objectives at all times.

6. Carry out any other work or duties that are reasonably requested.

7. Attending direct service meetings/ Team Leader tasks

8. safeguarding 

Please note, this Job Description is intended to outline the main duties of the post and may change as the post and organisation develops.
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