Job Description 

Job Title:                    Counselling Manager
Hours:                        15 hrs p.w. including occasional evening/weekend work

Salary:                         £9,750
Responsible to:         Chief Executive Officer
Background

Counselling Matters Bexley is a local registered charity which provides free and low cost counselling and other therapeutic activities to residents of the London Borough of Bexley and surrounding areas. There is a huge need for our service as there is very little provision of free counselling in the area. We have been growing rapidly over the last 3 years, particularly since the Covid-19 pandemic, which is placing even greater demands on us.

We now need a part time Counselling Manager, who will assist the CEO in continuing to deliver a high quality, professional counselling service. Your strong organisational and communication skills will ensure efficiency and the smooth day-to-day operation of our organisation.  This role will provide excellent management experience for a qualified counsellor who wishes to develop leadership skills.
Key Duties
· To deputise for the CEO in her absence, this may include chairing counselling meetings, attending board meetings and meetings with external partners and agencies.
· To line manage our team of qualified counsellors.
· To be the Safeguarding Lead for CMB.
· To co-ordinate fundraising for CMB.
· To actively promote the work of CMB through marketing, networking and social media.
· To ensure the CMB database is maintained accurately and securely.
· To assist the CEO in duties such as monitoring and evaluation, writing reports and funding bids, providing in-house training, recruitment, selection and induction. 
· To assist in maintaining and updating the CMB website. 
Person Specification

We are looking for an individual who demonstrates the personal qualities that are consistent with our organisational values, who has the right experience and skills for the role. They should share our passionate belief in the power of counselling to be a positive force for change and be committed to our aim of making counselling accessible to all who need it. 
Skills and Experience

	Essential 

	A minimum of a Level 4 diploma in counselling.
	C

	GCSE or equivalent at Grade C or above in English and Maths.
	C

	A minimum of 1 year post-qualification experience of working as a counsellor (can be voluntary or paid).
	R

	Membership of a professional counselling organisation.
	C

	Excellent interpersonal skills with experience of working with people from diverse backgrounds.  Ability to build rapport with a wide range of people.
	 I 

	Excellent communication skills, both verbal and written.
	P

	A creative problem solver and able to prioritise a varied workload, managing conflicting priorities to meet deadlines.
	 I

	Enthusiasm, flexibility and a positive ‘can do’ attitude.
	 I

	Basic IT skills, e.g. can use Word, Excel and our own database confidently.
	I

	Possession of Enhanced DBS certificate or willingness to apply for check (paid for by CMB).
	C

	Ability to travel to different locations, mainly within borough of Bexley.
	I

	Ability to work partly from home and partly office based.
	I

	Desirable 

	Experience of managing and training staff.
	R

	More advanced IT skills, e.g. creating databases and spreadsheets.
	I

	An area of particular interest and expertise within the counselling field.
	I

	A qualification in counselling supervision.
	C


KEY
C = Certificate
R= Reference

I = Interview

P = Presentation
