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Job Title:

Counselling Coordinator
Job Location:
20 St. Ann’s Square, Manchester
Reporting to:

Counselling Service Manager 
Hours of Work:
28 hours per week

Contract:
An initial 21-week contract with the possibly of an extension, subject to funding

Salary:
£24,205 pro rata (£7,820 actual) 
PURPOSE OF JOB (as set out in the draft contract of employment and as from time to time)
a. To assist the Counselling Manager with the day to day running of the Counselling Service, ensuring that clients are provided with a high quality, professional service appropriate to their needs.
b. To assist in the promotion of the Counselling Service to clients and volunteer counsellors. 

c. To assist with the delivery of quality assurance systems and service monitoring. 

d. To work with other members of the team and to provide relief cover for other staff when required. 
e. To ensure the Age UK Manchester Counselling guidelines and the British Association for Counselling and Psychotherapy Ethical Framework for good Practice are adhered to.
f. To ensure that the Code of Conduct, Equal Opportunities, Health and Safety and other policies set out in the Employee Handbook are adhered to, as the apply to the service.
TASKS
a. To assist the Counselling Manager in the provision of a Counselling Service to older people and their carers via, initially, telephone and webcam and, when safe to do so, via Age UK Manchester facilities, home visits and outreach.
b. To assist with service enquiries, initial client assessments and matching clients with volunteer counsellors. 

c. To assist with the recruitment and training of volunteer counsellors and student placements, attending group and one-to-one supervision sessions. 

d. To assist with client service evaluations and feedback, ensuring such actionable feedback informs improvement to the service. 

e. To assist with the maintenance of statistical information, monitoring and evaluation and case records and to provide reports for the Senior Management Team as required.  

f. To provide support for Counsellors including out-of-hours contact where necessary.
g. To assist with Placement Reports for student counsellors.
h. To keep up to date on relevant changes in counselling theory and good practice, as they apply and affect older people and their carers.
i. To assist in the liaison with GPs, health professionals and outside agencies for the purpose of establishing close working links.
j. To update and establish new information regarding befriending and neighbourhood groups that will enhance client social interaction.
k. To attend meetings such as the Counselling Network on a regular basis, where needed.
l. Such other duties as may be required that are consistent with the duties and responsibilities of the post.

Age UK Manchester is the working name of independent local charity Age UK Manchester, Brand Partner of Age UK 
Age UK Manchester is a charitable company limited by guarantee and registered in England (registered charity no.1083242 and registered company no.4075099).  The registered address is 20 St Anne’s Square, Manchester M2 7HG  (   VAT number 818054141

