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RECRUITMENT PACK 
  





Service Manager
£44,069 pro rata (including Outer London Weighting)




Post is available on part-time basis of 17.5 hours per week




Closing Date for roles – Midday Tuesday 5th May 2026*

*We may close this vacancy early if we believe we have enough strong applications to be able to successfully fill the role(s). Interested candidates are encouraged to apply as soon as possible.



Contents

· Overview about Off the Record, the vacant posts and how to apply

· Job Descriptions & Person Specifications for available posts



Thank you for downloading this application pack and looking at the roles we have available.   
  
This application pack provides the information for the Service Manager role in Croydon. The role is part-time (17.5 hours per week), supporting a vibrant and well-established mental health service for young people.

Please read the whole pack before completing the form and make sure you refer to the job description when you complete the person specification section of the form. Please provide evidence that you meet the person specification.

Off the record is an award-winning young people’s mental health charity offering a range of support services for children and young people across the London Boroughs of Croydon, Sutton and Merton. The charity is currently celebrating its 30th anniversary with the aim of “showing up for all young people’s mental health in South West London”. South West London is a vibrant and diverse area, and we’re keen to ensure our staff team reflects our local communities. In 2019 our mental health work was recognised with a national GSK Impact Award.

Our Current Vacancies
 
We are an outward looking charity with a compelling reputation for delivering professional support services to young people in South West London coupled with the motivation to develop new and innovative responses to young people’s mental health needs. This was particularly tested when the Covid pandemic forced us to quickly pivot all our provision to remote working. However, we met the challenge, training staff in new ways of working and integrating new offers that have now become part of our ongoing work supporting children and young people’s mental health.

Post-pandemic, the well-documented rise in mental health needs amongst young people has resulted in unprecedented levels of demand for our services. Nationally, the need to modernise and transform mental health services alongside the need to increase service capacity has been recognised and, as a result, we have expanded our staff team and broadened the range of mental health interventions we offer to young people. At our core is a commitment to strong active engagement with young people and creating support that’s relevant, flexible and accessible. Young people need to be ‘at the heart’ of all our service design and we’re committed to making sure young people are able to ‘get help now’ when they first reach out for it, at the point of need rather than availability.

We’re currently recruiting a part-time (17.5 hours per week) Counselling Service Manager to manage the Charity’s Croydon counselling service and work with colleagues across our services in Croydon, Merton and Sutton. For this post you need to have a counselling/mental health qualification along with extensive clinical and management experience. We are also looking for people with an open and flexible attitude; excellent engagement skills and a passion for working with children and young people around mental health.


Responsibilities include supporting less experienced staff and supporting the cohesive working between services within the charity. In addition, you will be offering a flexible range of short-term and longer-term mental health interventions to children and young people aged 14-25 including individual support; crisis support and mental health themed activities. The post has scope and opportunity for developing new initiatives and ways of working to support young people’s mental health across South London.

All posts are fully office based and will require flexible working across service areas and interventions and will involve some regular evening and/or weekend work to meet the needs of young people. 
 
The full Job Description and Person Specification for this role is included in this pack. 

Working for Off the Record 
 
We have a committed team of around 70 paid staff, and our work is funded through a variety of sources including South West London ICB, London Boroughs of Croydon & Sutton and the Wimbledon Foundation. Some staff are based in our borough-based services but increasingly staff are being given opportunities to work in across initiatives such as our First Contact Team.  
  
We recognise our staff are our greatest asset and we invest in ensuring staff are supported, trained and managed in their role. Many of our staff have worked with us for several years including a substantial number who originally began working with us as volunteers or trainees. Staff have access to regular internal and external training opportunities and to staff benefits including a company pension, an EAP and store & event ticket discounts.  
 
Commitment to Equality, Diversity & Inclusion   
 
Off the Record is fully committed to the principles of Equality, Diversity & Inclusion. This commitment is demonstrated through our recruitment processes; our proms and comms; our staff training and development; the development of new and innovative community-based services and the wearing of our rainbow lanyards.   
 
Off the Record’s senior management team are responsible for leading, driving and delivering OTR’s diversity commitment actively ensuring equality of access and outcomes for all children and young people. OTR is engaged fully in achieving equality of opportunity including ensuring that its workforce understands, complies with and promotes our inclusion policies in their day-to-day work.   
 
Applying for the Posts 
 
This information pack has the Job Description and Person Specification for the Service Manager in Croydon role.  
 
To be considered for the position, the Application Form and the Equality & Diversity Monitoring Form need to be completed and return via email to recruitment@talkofftherecord.org  by midday on Tuesday 5th May 2026.   

We understand some candidates may want to use AI tools when applying. Whilst we welcome the use of technology to support clear communication and structure, we also want to learn more about the authentic you, so please ensure that your application reflects your own skills, knowledge and experiences wherever possible. In the spirit of transparency - we also ask that you indicate if you have used AI in your application.   
Decisions about who to invite for interview will be based on how well someone demonstrates that they meet the person specification for the specific post, so please make sure you complete the application form fully and accurately, giving evidence of how you meet each point in the person specification and indicating your relevant knowledge, skills and experience. Please note that CVs will not be considered.  
  
Email applicants will receive a confirmation of receipt and shortlisted candidates will be contacted as soon as possible after the closing date.    
  
Cooling‑Off Period and Data Retention:
If your application is unsuccessful, you must wait 6 months before reapplying for the same or a similar role, although;  we may contact you during that period about more suitable opportunities, and your application data will be securely retained for 6 months before being deleted in accordance with UK data protection policy. You can see further information regarding our data & privacy policy here: www.talkofftherecord.org/data-privacy-policy/ 

We hope you will be interested in this post. If you have any further questions, please email recruitment@talkofftherecord.org or visit our website for more information about our services.  




Service Manager

Role Description

Responsible to: 	Senior Manager (Clinical)

Salary: 		£44,069, inclusive of Outer London Weighting (pro rata for part-time hours)

Annual Leave: 	Pro rata of 28 days per annum (plus bank holidays)

Hours: 	Part-time (17.5 hours per week) Days/times to be subject to negotiation but to include at least one late evening (up to 9pm). Mandatory attendance at two Saturday charity days for which TOIL will be given.


Benefits:                  	Extra day of paid leave on or around your birthday, Employee Assistance Programme, Company Pension after 3months, Travel Loan and shopping discount vouchers.    
     
Location: 	Direct work from our Croydon service premises or other in-borough community venues. 
Croydon – 72 Queens Road, Croydon CR0 2PR

You may also be asked to support colleagues at other Charity venues both in-borough or in Croydon or Sutton.

Job Summary: 	The purpose of the job is to take overall operational responsibility for the Croydon Service within Off the Record.

	Managing our service includes liaising with partners in the mental health sector, representing Off the Record at meetings; publicising the service; arranging client appointments if needed; management of mental health practitioners and volunteers; acting as a safeguarding lead within the charity and as needed clinical supervision. You will also hold a caseload of client work and management of staff.
	To promote and wear our rainbow lanyard. 







KEY RESPONSIBILITIES:

1. Responsible for the overall development of the service that you will manage, including agreeing policies and procedures and liaison with partners in the borough.

2. Responsible for the overall management of the counselling service including line management and appraisals of the paid mental health practitioners and volunteer counsellors.

3. Maintaining a client caseload (roughly 4 clients per week) including carrying out some holding sessions. There is an expectation that, alongside the paid mental health practitioners, this post holder will provide counselling to young people in crisis or work with more complex cases.

4. Offering line management and supervision for practitioners across our services.

5. Proactive liaison and networking with partner agencies within the borough including CAMHS and other NHS mental health services, local GP’s and schools, local charities and volunteer organisations.

6. Undertaking direct promotion and publicity of the agency’s services to young people and mental health agencies in conjunction with young people.

7. Ensuring that procedures and practices within the services are consistent with safeguarding responsibilities and appropriate ethical and quality frameworks e.g. BACP, Youth Access.

8. Responsible for the monitoring and evaluation of the counselling service in conjunction with service users, referrers, other staff, volunteers and senior Off the Record staff.

9. Ensuring that the counselling service works within an equalities and diversity framework.

10. Responsible for maintaining accurate quantitative and qualitative outcomes of work undertaken and using this to compile reports and statistics for existing and potential funders.

11. Ensuring that the service actively collects and integrates user feedback into the development of the service.

12. Developing the service to incorporate innovative/additional ways of providing therapeutic support to young people (e.g. on-line resources/use of social networking).

13. Ensuring that the service maintains strong working links with, and functions as part of Off the Record.

14. Any other tasks, not listed here, but deemed necessary and in the interest of the service.


SERVICE MANAGER
Person Specification


1. For role managing counselling services, professional counselling qualification to at least diploma level.

2. BACP/UKCP accredited or eligible for accreditation.

3. At least three years’ experience of offering counselling interventions with young people with experience of humanistic approach.

4. At least one year’s experience of project management including the management of paid or volunteer staff.

5. Experience in providing clinical supervision to other practitioners.

6. Ability to engage with young people and an understanding of the issues young people face in their lives.

7. Ability to undertake mental health assessments, including risk assessments and to provide short-term support to young people in crisis.

8. High level of awareness of safeguarding responsibilities and the issues related to delivering services to young people under 16.

9. High level of awareness of ethics and boundaries related to mental health interventions and the ability to maintain professional boundaries whilst responding to complex ethical dilemmas.

10. Ability to maintain accurate records and statistics and compile evaluative reports.

11. Strong verbal and written communication skills.

12. Commitment to user involvement and working in partnership with young people in the development of the service.

13. Experience of partnership working and liaison with a range of professionals.

14. Understanding of, and commitment to anti-discriminatory practice.

15. Ability to work as part of a team and maintain strong links with the work within the charity.
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