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Note to candidates
All of the criteria marked (S) will be used for shortlisting purposes. You should attempt to describe how you meet these criteria in the ‘Supporting Information’ section of the application form, giving examples. Only candidates who can clearly demonstrate how they meet these criteria will be offered an interview, where criteria marked (I) will be tested.

JOB TITLE: Counselling Administrator – Southwark Wellbeing Hub

	Category
	Post Requirements

	
	Essential
	Desirable

	Experience
	· Experience working as part of a team and collaborating effectively with others (S)
· Experience providing information, advice and guidance through signposting and referrals to other sources of support (S)
· Experience working or volunteering with a range of people with different mental health support needs (S&I)
· Experience working or volunteering with vulnerable adults, following Safeguarding policies and procedures (S&I)
· Experience of using database systems to perform accurate data entry (S&I)

	· Experience using a shared inbox (S) 
· Experience of carrying out assessments for people with mental health problems (S&I)
· Experience making reports on service data (S&I)

	Skills, Knowledge & Abilities









	· Lived experience of, and deep cultural understanding within, Black communities, and the ability to build trust with Black service users (S&I)
· Understanding of the issues and challenges the Black community faces in accessing mental health services
· Understanding of and commitment to Equity, Diversity and Inclusion (S&I)
· Ability to use Microsoft Office 365, in particular Word, Excel and Sharepoint filing system (S)
· Ability to quickly learn new tasks and ways of working in line with procedures and guidelines (S)
· Ability to communicate clearly and effectively with a wide range of people in person, on the phone and by email (S&I)
· Able to identify issues, take initiative and problem solve independently (S&I)
· Strong organisational skills, attention to detail and ability to organise own workload (S&I)
· An understanding of confidentiality (I)
	· Knowledge of Southwark mental health support systems and pathways (S)
· Knowledge of Southwark voluntary and community-sector organisations (S)
· Fluency in French, Ibo or Igbo, Jamaican Patois, Yoruba or another language (S)



S = Assessed at shortlisting stage
I = Assessed at interview stage
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