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COUNSELLING SERVICE  MANAGER
J O B   D E S C R I P T I O N

Title: Counselling Service Manager
Responsible to: Chief Executive Officer
 

Accountable to: The Executive Committee of MIND in Haringey 
Contract: Permanent 
Salary: £28,000-£30,000 (pro-rata 30 hours per week), depending on experience 
Hours: 30hours per week - to cover the needs of the service including evening hours (until 9pm) if required. 
Holidays: 21 days per annum exc bank holidays (pro-rata) 

PURPOSE OF JOB

This is a hugely exciting opportunity to lead the counselling service at a crucial time. You will have the opportunity to be a part of an ambitious and quickly growing organisation. We are looking for someone to take initiative and think creatively about ways to brand, promote and expand the counselling service. The successful applicant will be responsible for the co-ordination, management and development of Mind in Haringey’s Counselling Service. You will work closely with other members of the Counselling team to develop the counselling services in order to increase Mind in Haringey’s response to people with mental health problems, or their relatives, friends or carers who are concerned about them.

Management and co-ordination of counselling service

1. Be the first contact point for people who contact MiH seeking counselling.  Provide information to general callers on how to contact other mental health and psychiatric services, as well as other counselling agencies.

2. To be responsible for managing the assessment process and to ensure that all clients are assessed individually 

3. Ensure that suitable referrals are made either to the counselling service or to other agencies.

4. Plan and co-ordinate recruitment of volunteer counsellors to maximise the use of our supervision resources

5. Plan and co-ordinate induction of new Counsellors.
6. Manage and provide regular supervision to the Counselling Service coordinator  
7. Ensure that the service complies with the British Association of Counselling and Psychotherapy ethical guidelines and internal quality standards.

8. Regularly review the policies and procedures of the Counselling Service 

9. Manage the work of counsellors and supervisors as line manager, including holding review meetings. 

10. Liaise with the director regarding issues raised by clients, counsellors and supervisors.

11. Co-ordinate counsellors’ team meetings 

12. Identify Counsellors’ training needs and organise as required.

13. Ensure that appropriate supervision is provided by recruiting and appointing suitable external Supervisors when necessary.

14. Design and implement appropriate systems for evaluation of the service 
15. Research local needs and gaps in services and put in funding applications 

Administration 

1. Co-ordinate and manage the appointment system for the counselling service by acting as the initial referrer.
2. Ensure that records are kept, set up and maintained in good order.
3. Ensure that the service is GDPR compliant 

4. Act as central contact/liaison point for the counsellors and external supervisors

5. Maintain and develop information about use of the service which may be required for evaluation, monitoring and fundraising purposes.

6. Provide administrative support [notices, training information, waiting list updates, special referrals,] to the counsellors, external supervisors and other MiH managers and staff

7. Monitoring of counselling income and expenditure.

8. Manage the records and financial aspects of the service, including the collection and banking of donations,

9. Provide reports about the work of the counselling service to the Executive committee when required

10. Devise and produce publicity for the service to ensure it is well known by people experiencing mental distress in Haringey.

11. Liaise and meet with the supervisors for the service on a regular basis to monitor progress of counsellors.

General

1. To work in accordance with MIND in Haringey policies, particularly those relating to User Involvement, Open Files, Confidentiality and Equality and Diversity

2. To share, with all Mind in Haringey staff, some occasional responsibility for tasks associated with the organisation’s campaigning, educational and fundraising activities, outside the area of your own particular service.

3. To attend regular supervision sessions with your line manager reviews with the director and any training which is identified as training need through supervision.

4. To attend regular staff and manager meetings
P E R S O N   S P E C I F I C A T I O N

E = Essential, D = Desirable

	E
	· Excellent communication skills including report writing and personal presentation.

	E
	· Experience of managing the work of others.

	D
	· Experience of writing funding applications

	E
	· Knowledge of different models of counselling.

	D
	· Good understanding of multicultural issues in counselling.

	E
	· Commitment and understanding of equal opportunities.

	D
	· Experience of budget setting and budget management

	E
	· Experience of setting up and maintaining record keeping systems.

	E
	· Experience with Microsoft Offices programs

	E
	· Ability to work in a team.

	E
	· Ability to manage own workload.

	
	


