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Position:


Assistant Team Leader (Family)
Reports to:


Team Leader
Salary:


£28,462
Hours:



20 hours (10 hours per week will be specifically 

allocated to Assistant Team Leader duties and the remaining 10 hours will be counselling duties)

Job Purpose:

This role will be key to supporting the Team Leaders in several areas of work, including: the management of referrals, review of waiting lists, allocation of families, supporting on the delivery of specific contracts and providing guidance to counselling staff on how best to work within the programme of administration, policies and procedures.  
The post holder will be based in Belfast but may be required to travel to other locations.

The Assistant Team Leader role will primarily be designated to assist the Family Team Leader in the delivery of specific programmes and allocation of waiting list. Programmes to support include a range of Adult/Child based counselling programmes depending on training and experience.
Job Summary:

1. To contribute to the work of the designated project team in the provision of safe and confidential services for families and individuals referred to New Life Counselling, supporting the Team Leader as directed.

2. To guide counselling staff in the delivery of our counselling service in accordance with BACP guidelines and working within New Life Counselling policies and procedures 
3. To contribute to the work of New Life Counselling in the daily delivery of safe and confidential counselling services.
4. To support the co-ordination of all aspects of specific contracts and projects as directed. 
5. To assist in the management of referrals, review of waiting lists and allocation of families in therapeutic services.
6. To implement the organisation’s systems, policies and procedures for service delivery.

7. To build and develop effective working relationships with partner organisations and stakeholders.
8. To contribute to programme development.
9. To deputise, as directed, for the Team Leader

Job Requirements:

Therapeutic service delivery
To assist the Team Leader in ensuring the effective provision, delivery and development of therapeutic services by:

· Manage family referrals, review waiting lists and allocate families for services.
· Supporting counsellors in the delivery of the counselling process – supporting as needed with client appointments, room bookings, case reviews, case closures and liaison with administrative staff to assist with this.
· To promote the service with stakeholders in appropriate ways.
· Contribute to productive and co-operative relationships with referrers. 

· To support counsellors in risk and safeguarding issues in accordance with appropriate legal and ethical requirements.
· To ensure maintenance of records in accordance with recording procedures. 

· To regularly meet with line management/safe guarding person and make them aware of any issues of concern or risk regarding clients allocated to you for counselling.
· To prepare reports for line management relevant to ongoing work. 

· To be willing and able to travel to other locations as required, and to maintain a flexible attitude that will facilitate the capacity to support colleagues. 
To provide counselling services:

· To assess the needs of clients and provide appropriate therapeutic interventions primarily through one-to one counselling.
· To maintain records in accordance with recording procedures. 

· To regularly attend clinical supervision in accordance with policy and procedures. 

· To regularly meet with line manager/safe guarding person and make them aware of any issues of concern or risk regarding clients allocated to you for counselling.
· To be mindful of the policy of confidentiality when undertaking all duties. 

Project Co-ordination

· To link with the designated team on a regular basis and to co-ordinate individual caseload and availability within waiting lists and referrer’s needs and requests.  

· To support individual counsellors by enhancing both internal and external communication processes.
· To liaise with referrers and funders to ensure the smooth operation of designated programmes & contracts.
· To represent New Life Counselling at external meetings with education, health and voluntary sector, and to co-ordinate promotional events. 
· To use expertise and understanding of local needs to support innovation and development of counselling programmes.
· To contribute to the completion of evaluation reports and funder returns.

· To contribute to the preparation of salary sheets.

· To assist in the coordination of the room booking system.

· To assist in monitoring staff leave.
Service quality & development 
· Ensure BACP Ethical Framework for Good Practice in Counselling and Psychotherapy is adhered to.
· Promote quality assurance in the core values of New Life Counselling in all areas of work.
· Ensuring the implementation of monitoring and evaluation systems and procedures to determine client / stakeholder satisfaction levels and service impacts in relation to health and wellbeing indicators. 

· Contribute to the collation of statistical data regarding beneficiary profiles. 

· Continuously review and develop services, in conjunction with line management, to meet the needs of the target group.  

· To work as a member of the therapy team and contribute to the overall performance of the team. 


Personal Development
· To participate in regular internal reviews and discussions regarding the on-going work of the organisation. 
· To commit to the regular personal review and appraisal meetings.
· To attend relevant meetings and training events and to be kept abreast and informed of emerging programmes and changes in social policy affecting programme areas.
· To participate in staff meetings and in-service training as available. 
· To model enthusiasm, motivation and dynamic leadership.
General Duties
· Work within the parameters of the policies and procedures of the organisation.
· Demonstrate commitment to continuous personal and professional development by undertaking appropriate training as required.
· Contribute creatively and effectively to team meetings. 

· To comply with the relevant legislative frameworks relevant to the work.
· To undertake such other reasonable duties, commensurate with the post, as may be required.

	Assistant Team Leader

	Essential
	Desirable

	Knowledge & Qualifications

· Professional qualification in counselling or psychotherapy (minimum Advanced Diploma or equivalent)

· Accredited with BACP, UKCP, IACP, BAT or AFT
· Knowledge of issues affecting key projects areas in which New Life Counselling operates  
· Qualification in systemic practice

· Level 5 qualification in Cognitive Behaviour Therapy

· ASIST Training

· Mental Health First Aid Training

	X
X
X
X

	X
X

X

	Experience

·    Proven organisational ability to co-ordinate diverse activities and tasks
·    Experience of working with individuals with a diagnosis of common mental health issues in a clinical setting
·    Experience of engaging and supporting families
·    Experience with administrative systems including the use of relevant ICT packages
·    Experience of working with statutory and voluntary agencies
·    Experience of working with families in a clinical setting

	X

X

X

X

X
	X

	Skills & Attitudes

·    Evidence of capacity to establish and maintain good relationships with stakeholders and colleagues 
·    Excellent communication skills
·    Personal enthusiasm and a realistic positive attitude
·    Ability to inspire confidence and guide others
·    Capacity for innovation and problem solving
·    Ability to work as a member of a team

·    Ability to maintain strict confidentiality and appropriate boundaries in all matters related to their work

·    Flexible attitude towards working hours to meet clients’ needs and as demanded by requirements of the job

· Commitment to New Life Counselling’s policy of equality of opportunity and respect for diversity.
· Able and willing to work across New Life Counselling projects as required in designated area
· Able and willing to travel to throughout designated area as required  
	X

X

X
X

X
X

X

X

X

X
X
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JOB DESCRIPTION  





                                                  





PERSON SPECIFICATION  








Assistant Team Leader, August 2017

