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Counselling Coordinator
Job specification
Reports to: 		Service and Compliance Manager
Responsible for:	Volunteer Counsellors
Location: 		Maidstone (with occasional travel to Ashford and Swale)
Hours: 	Full time, 35 hour week. 28 hours across 4 days will be considered. 
Salary: 	£30,000 per annum (4 days pro rata £24,000) 
Contract Type: 	Full time or part time. 1-year fixed term contract

About Mid Kent Mind
We believe in recognising people as unique individuals and not as a diagnosis or a label and that empowerment is key in recovery and maintaining wellbeing. Mid Kent Mind work in the community to promote social inclusion for people who experience mental health problems. We strive to tackle stigma and discrimination through projects that promote a better understanding of mental health. We aim to ensure that the needs of each individual who experiences a mental health problem, are met with the best possible support and outcome.
About the role
Mid Kent Mind runs a wide variety of service, including our successful counselling service. As the Counselling Coordinator you will be responsible for the effective coordination and delivery of our counselling service. Your role will combine direct client work with service coordination, ensuring clients receive timely, high-quality support while counsellors are effectively managed and supported in their placements.
You will maintain a small therapeutic caseload, undertake client assessments, coordinate counselling referrals and allocations, recruit and support placement counsellors, and contribute to the ongoing development of a safe, responsive, and person-centred counselling service. 
Who you are
· You are a qualified counsellor looking to run a successful counselling service for the community Mid Kent Minds serves, alongside building your own caseload.
· You are an authentic and empathetic communicator with emotional intelligence.
· You have excellent administrative skills, attention to detail and are rigorous in your task management.
· You have the ability to support and guide student counsellors through their placement, and liaise with educational bodies.
· You are able to be flexible in response to the organisation’s needs and requirements.  
What you will offer us
· You will maintain a small caseload of clients, providing short or long-term counselling in line with organisational policies and professional standards.
· You will complete initial assessments and risk assessments for individuals accessing the counselling service.
· You will determine client suitability for counselling and make appropriate referrals where necessary.
· You will maintain accurate, confidential, and timely client records in accordance with GDPR and organisational policies
Key responsibilities
Service Coordination
· As the Counselling Coordinator you will work closely with the Service Coordinator to facilitate the day-to-day operation of the Counselling Service.
· You will manage referrals, payment processes, and waiting lists.
· You will match clients with suitable counsellors based on presenting needs, availability and experience.
· You will monitor counsellor capacity and caseloads to ensure effective service delivery.
· You will act as the first point of contact for operational enquiries relating to the counselling service.
· You will ensure that counselling records, outcome measures and service documentation is completed and maintained to a high standard.

Counsellor Recruitment and Placement
· You will recruit volunteer and placement counsellors in partnership with local universities and training providers.
· You will develop relationships with counselling training organisations to promote placement opportunities.
· Coordinate the induction and onboarding of new placement counsellors. 
· Ensure placement counsellors understand organisational policies, safeguarding procedures and professional expectations.
· Support placement counsellors throughout their placement, liaising with clinical supervisors and educational providers where appropriate.

General Responsibilities
· You will work in accordance with our values, policies and procedures. 
· Participate regular supervision, appraisal, and continuing professional development.
· You will attend team meetings, training and organisational events. 
· You will undertake any other duties appropriate to the role.
Due to the large area Mid Kent Mind covers, it is therefore preferred that the successful applicant has a full UK Driving licence, and access to a vehicle. 

Mid Kent Mind will consider any reasonable adjustments required by applicants with a disability (as defined under the Equality Act 2010) who meet the requirements of the post to be invited to interview. We welcome applications from people with transferrable skills and qualities, and people with diverse employment histories and personal backgrounds and applicants with lived experience of mental illness.
Review: this job description is subject to periodic review.
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