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		Job Title:
	Counselling Administrator

	Section:
	Southwark Wellbeing Hub

	Location:
	Hybrid position - working at on average one day per week in person within a Southwark Wellbeing Hub site (Southwark Resource Centre or Spring Community Hub)


	Hours:
	18.75 hrs per week

	Responsible to:
	Counselling and Outreach Coordinator






	[bookmark: _Hlk127262790]Role Summary: 
To support people from Black and other racially minoritised communities in Southwark to access culturally-appropriate counselling. This includes providing front-line support to clients wishing to access the service, conducting initial screening to assess their suitability for the service, ensuring accurate appointment scheduling, providing information about the service and signposting to other support services as necessary. To provide support as part of the Southwark Wellbeing Hub, a service working with voluntary and statutory partners across the borough to provide support relevant to and embedded in local communities.



	Key Responsibilities: 
Counselling service support
· Manage the Southwark Wellbeing Hub Counselling inbox and phoneline (along with the Counselling and Outreach Manager), making effective use of templates and Microsoft office tools
· Respond to queries from potential clients, supporting them through the programme’s referral process and assessing their suitability for the service
· Provide clients with light-touch support by telephone and email whilst on waiting lists and between sessions, signposting to other services where appropriate
· Provide scheduling administration: schedule appointments for Counsellors; provide instructions and guidance to new clients around use of zoom/online and face-to-face appointments; contact clients to remind of upcoming appointments; cancel and reschedule appointments when required
· Support SEL Mind’s SWH Counselling partner organisation in the delivery of group counselling sessions and group supervision for counsellors, providing scheduling administration as needed
· Maintain good relationships across SWH services and with other local service providers

Quality assurance 
· Collect and record customer feedback and provide special instructions if needed
· Ensure effective and accurate management of service user records via Views, our Customer Relationship Management System (CRM) and helping SEL Mind’s SWH Counselling delivery partner to do the same
· Support management to monitor the project by providing information from Views as requested 
· Contribute to service reviews aimed at improving the service




	General Responsibilities:
· Work in line with SEL Mind’s Purpose, Vision, Values and Aims
· Positively represent SEL Mind, both internally and externally, and promote our work
· Comply with SEL Mind’s policies and quality frameworks 
· Promote understanding, awareness and positive attitudes towards mental health and dementia
· Promote equity, diversity and inclusion
· Attend and actively contribute to individual supervision and training sessions, team meetings and organisational events
· Perform other duties appropriate to the role
· Support, encourage and engage active service user and carer participation wherever possible
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