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Suffolk Young People’s Health Project exists to provide and 
co-ordinate services which will improve the health and 

well-being of young people. 

 

 

 

Job Profile 

 

Title: Counselling Service Administrator 

Responsible To: Wellbeing Clinical Manager (WCM) 

Key connections:  

• Senior Administrative and Operations Officer (SAOO) 

• Administrative volunteers 

• Chief Executive Officer (CEO) 

• [Contracted] Finance Officer (FO) 

• Counsellors and Schools’ staff 

• Funders and commissioners 

 

Purpose of Job:   To support the efficient and effective operation of the 4YP counselling service. 
 

Base: 14 Lower Brook Street, Ipswich, IP4 1AP 
 

Hours: 21 hours per week. Flexible working, with the requirement for some early 
evening work (up to 18:30 on at least one occasion a week), is a feature of 
this role, as agreed in advance with the WCM. 

 

 Subject to future funding, there may be opportunities for further hours. 
 

Salary & Terms: Salary Band F4-E2 (£20,500-21,900) full time equivalent, depending on 
experience. 

22 days annual leave pro rata, plus public bank holidays per annum. 
Long service leave of one day per annum for each completed year of 
service up to 27 days. 
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Job Description 
 

Overall objectives 

• To provide administrative support to Wellbeing Clinical Manager and counselling team, which 
enables the efficient and effective operation of the counselling service. 

• To ensure that clients receive an outstanding level of customer support. 

• To develop and maintain positive working relationships with schools and other external agencies. 
 

Key Responsibilities 
 

1. Administration 
 

• Hold responsibility for coordinating a waiting list to access the Counselling Service, 
ensuring that appropriate allocations to counsellors are made as directed by the WCM. 

• Issue appointment reminders, via text, email or phone as appropriate. 

• Support the WCM to ensure that referrals into the service are managed and monitored 
through the correct procedures and ensure client access to an appropriate care pathway. 

• Explore, record data and produce reports on appointment attendances. 

• Maintain and manage client records in and between different referral systems and 
databases, ensuring the integrity of the data in accordance with GDPR. 

• Digitise and electronically archive paper records. 

• Support the collection, collation, recording and timely reporting of counselling data, 
notably for the attention of the CEO, Trustee Board and external agencies, as required 
respectively. 

• Support the SAOO with administration in relation to counselling personnel, including the 
safer recruitment of staff and volunteers and maintenance of personnel records. 

• Be aware of other local support and services available to parents, guardians and young 
people in response to their varied needs, and signpost accordingly. 

• Assist with maintaining regular contact and engagement with the appropriate staff in 
schools where 4YP have a presence. 

• Assist with WCM and FO with the invoicing of schools, commissioners and other external 
agencies. 

 

2. General and Other 
 

• Work within the ethos, vision and values of the organisation and in line with the organisation’s 
policies and procedures 

• Be an active and participative member of the broader 4YP office team, playing an equal 
role in answering the door and welcoming clients. 

• With others, be a primary contact for incoming telephone calls, taking and relaying 
messages in a timely manner to the appropriate other staff and volunteers. 

• Establish and maintain effective working relationships with the 4YP team, relevant key 
postholders and external agencies. 

• To undertake other appropriate duties as reasonably requested by the WCM, SAOO or CEO. 
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Person Specification 

 

Essential Desirable 

Experience 

Working in a busy office environment in a multi-skilled 

and varied role. 

Working in a similar administrative role and/or 

organisation. 

Communicating well with staff, volunteers, 

parents/guardians, clients, external partner agencies 

and the public. 

Voluntary sector experience. 

Using databases and systems for appointments 

management, data collection and reporting. 

Managing confidential information, compliantly within 

Data Protection and GDPR policy and procedures. 

Aptitude, Understanding and Knowledge 

High level of accuracy and attention to detail. Producing reports and documents. 

Good communication, organisational, time 

management, multitasking and problem-solving skills. 

Knowledge of IAPTUS case management system. 

Good IT skills (MS Outlook, Word, Excel, internet and 

databases). 

Understanding of the wellbeing needs of people 

(notably children, young people and young adults) 

with mental health needs, including those from 

culturally diverse communities. 

Good literacy and numeracy skills.  

Qualification and Training 

 Good standard of education with as minimum 

equivalent of 5 GCSEs A-C, preferably including 

English and Maths. 

 Business Administration or equivalent. 

Personal Qualities 

Honest and trustworthy  

Amenable  

Team player  

Empathetic  

 

Last reviewed and amended: 29 April 2022 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To be reviewed within the annual performance review and personal development process. 
 

This job description is provided as a guide to the principal responsibilities of the post and to aid understanding of 
the job.  It may be varied from time to time in response to the development of the charity and does not form part 

of the Contract of Employment. 


