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JOB DESCRIPTION

Job Title

Counselling student support & Office Administrator 
Salary
£10.20 per hour 
Hours
12 per week + 2 hours extra once a month set as follows:
Monday -8.45am-4.45pm (8)
Thursday 8.45am-12.45pm (4 hour) 

Every last Wednesday of the month Board meeting 9.45am-11.45am

(2 -hours per month)
Line Managers
Project Manager & Counselling coordinator
Responsible to
Project Manager & KWHA Board of Directors

Duties and responsibilities

· To facilitate the smooth running of the office in co-operation with the Project manager and Board of Trustees.
· To provide information and a point of contact for local people and deal with enquiries about the work of Knowle West Health Association, takes on advocacy role.
· To ensure that sufficient supplies of resources, including stationery and refreshments, cleaning products are available for Projects, Staff and participants at Knowle West Heath Association.

· To provide administrative support, including typing, word processing and spreadsheets, recording incoming and outgoing mail, taking and typing confidential minutes, stationery orders.

· To collect monthly reports from all projects and finance report from Treasurer & compile Agenda and distribute to Board members. To attend, record, compile including actions and distribute the minutes of the monthly Board Meeting.

· To compile reports for the annual general meeting and to attend and record the minutes the Meeting.
· To be the first point of contact at reception with our clients, including those whose enquiries are often of a confidential and sensitive nature.

· Marketing for all projects through a variety of mediums including social media and poster displays.
· Support for and at Events where possible
· Administrative support for all projects including the allotment, The kitchen, Counselling, The friendship group and Foot care service. 

· Monitoring and evaluation of specifically funded student placements

· Work in line with the Counselling Coordinator to manage the waiting list 

· Support student counsellors on placement day to day and work with the coordinator at peer group meeting support.
· Cover the reception/office (some days lone working)

· Be a key holder- open up and lock up. 

Essential and/or Desirable criteria 

Competent word processing and database skills and ability to broaden computing experience with other packages. Including the ability to review and verify data for monitoring purposes.

Formal education, and on the job experience in the use of a full-range of office automation tools, including personal computers, scanners, copiers, voicemail systems, and other office equipment.  Microsoft Office Suite (Word, Excel, Outlook, Access, PowerPoint), as well as software programs, including those associated with word processing and database management. (If there is anything here that you do not have experience in please do not be put off from applying- we are more interested in the willingness to learn and grow in the role- although a basic understanding of office and I.T will be essential).
Excellent communication skills as well as empathy & patience. –Essential 
Willingness to Support at adhoc events and when funding and monitoring deadlines arise have the ability to be flexible. –Essential
An understanding of BACP and or National Counselling Society (NCS) ethical principles and guidelines (Including particular attention to –maintaining ethical boundaries, Beneficence, non-maleficence, self-respect, confidentiality ,integrity and trustworthiness).. . -Essential
Minimum Level 4 qualification in Counselling /counselling skills. -Essential
Experience of supporting volunteers / in particular with vulnerable settings. -Desirable
Ability to work under own initiative.- Essential
Ability to lone work and adhere to safety protocol attached to this. -Essential
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