Rape Crisis Tyneside and Northumberland

Counselling Co-ordinator

Job Description

Reporting to:	Deputy Chief Executive Officer

Location:		Unit 4, Blackfriars Court, Newcastle

Hours:		37 hours (open to 30 hour post)

The post holder will be entitled to 30 days’ annual leave at normal salary rate or pro rata for part of a year.  In addition, entitlement to all statutory public holidays will be given at a normal salary rate.  

Salary:		£ 33,486 - 35,336 per annum pro rata, depending on experience (NJC Pt 29 – 31), plus 3% pension contribution 


General Description:

The post holder will work as the Counselling Co-ordinator for Rape Crisis Tyneside and Northumberland (RCTN), a ‘by and for’ women’s independent specialist sexual violence charity and company limited by guarantee.

The post holder will hold full clinical responsibility for all counselling services delivered by RCTN including face to face, online, telephone and any new digital ways of working. They will co-ordinate and lead on all clinical matters relating to our provision of counselling services, including referrals, risk assessments, and caseloads held by counsellors.  They will liaise closely with the Deputy CEO in the organisation to co-ordinate the recruitment, training, management and supervision of counsellors. 

They will provide regular case management supervision for counsellors and oversee performance information for counselling services.  The post holder will monitor clinical supervision arrangements for the counselling service and review on an annual basis.

The post holder will be supported by regular external clinical supervision and line management provided by the Deputy CEO. 

Services will be provided in the main base in central Newcastle and outreach bases throughout Tyneside and Northumberland. 


Main Responsibilities:


1. Clinical: 

· Provide clinical leadership, oversight, guidance and decision making for the counselling service.
· Act as a point of contact and guidance for any counselling staff members who need clinical support or guidance. 
· As necessary, provide guidance on the suitability of referrals coming into the service. 
· Review waiting times on a regular basis and act where necessary.
· Review and manage some allocations from waiting lists to part time counsellors.
· Design and review process for police notes during remote working & on-going archiving and accessing process.   Support requests for notes by third parties in conjunction with RCTN policies and BACP guidelines.
· Respond to complaints, in timely way, liaising with both counsellor and client
· Decide and write content of publicity/advertising for counselling service and monitor publicity budget.
· Cover for safeguarding leads when necessary.
· Ensure that ethical practice is observed within the organisation and all learning is shared amongst all practitioners.
· Co-ordinate regular clinician’s meetings to ensure the safety and consistency of the counselling service and address any issues that arise. 
· Working closely with the Deputy CEO and other members of the senior management team, ensure that RCTN is able to meet its targets and key performance indicators, including recovery and waiting times targets. 
· Produce funding returns for key funders and lead on funding for counselling service



2. Governance: 

· Ensure that effective clinical governance arrangements are in place and adhered to throughout the organisation.
· Ensure that the service and counselling practice within the service comply with standards set by BACP, including BACP Ethical Framework and standards set out within BACP certificate of proficiency for individual practitioners. 
· Ensure that RCTN is able to maintain its organisational registrations and accreditations with relevant professional bodies, including BACP by informing BACP of any changes to service delivery.
· Ensure the service is compliant with the Rape Crisis England and Wales National Service Standards and work closely with other service leads.
· Ensure that RCTN’s clinical policies are robust and fit for purpose.
· Ensure that the service adheres to all relevant and up to date safeguarding standards. . 
· Ensure that client case management systems, IT systems and administrative systems preserve client confidentiality and meet information governance requirements. 
· Ensure that an effective supervision framework is in place across the counselling service.. 
· Carry out regular clinical audits of case notes to ensure that standards are being met. 


3. Supervision: 

· Provide effective line management of the counsellors in accordance with RCTN policies and procedures
· Implement a system of case load management supervision within the service that is focused on ensuring both the efficiency and effectiveness of services provided.
· Ensure that case load management supervision is carried out effectively across all counselling services.
· Make use of performance and outcome information from Inform to support case load management supervision.  
· Make use of performance and outcome information from Inform data base to ensure high performance of staff.  
· Where necessary, provide clinical supervision to counsellors. 
· Working closely with the Deputy CEO to co-ordinate the recruitment and induction of counsellors
· Ensure that all counsellors have completed essential level training, including safeguarding training and online training. 
· Ensure staff and volunteers receive appropriate training, in line with national and professional standards, to enable them to deliver therapies which are evidence based and effective.
· Managing additional funding and hours/additional recruitment for the counselling team. 

4. Relationships and partnerships: 

· Ensure that RCTN has accessible pathways and referral routes in place for incoming referrals.
· Ensure that RCTN has accessible pathways and referral routes in place for onward referrals.
· Manage outreach venues, finding replacements and new venues including contract negotiation and consideration of budget. 
· Develop regional and national strategic partners to ensure RCTN remains at the forefront of clinical practice and research  e.g. identify  and develop new areas of counselling/trauma work where RCTN could take the lead
· Keep abreast of, and influence, local, regional and national policy, practice and trends related to counselling

5. Service Operations, Developments & Improvements

· Undertake rigorous analysis of data from counselling service to explore trends in client demand, DNA’s, client demographics, client satisfaction and counsellor capacity to meet demand
· Ensure data integrity of information in-putted on In-Form
· Produce reports from In-form database, on regular basis, to DCEO to inform service improvements and strategic planning
· Lead on the development of high-quality training products related to support counselling workforce development


Rape Crisis Tyneside and Northumberland 

Counselling Co-ordinator
Personal Specification


	
	Essential
	Desirable

	
Qualifications / training 
	
Qualified to Degree, MSc, MA, or Diploma level in at least one recognised theoretical model of counselling / psychotherapy.

Hold individual accreditation as a counsellor with the British Association for Counselling & Psychotherapy, or equivalent professional body. 

Evidence of further training / CPD in psychological interventions / therapy.

[bookmark: _GoBack]
Training in risk assessment.

	
Leadership / management qualification.

Teaching / training qualification.


	
Experience
	
Experience of working therapeutically with people who  have experienced sexual violence in their lives

Experience of working therapeutically with people who have experienced trauma 

Experience of working therapeutically with clients who have mental health needs

Experience of carrying out assessments of client support needs.

Qualification and competence in counselling or therapy. 

Experience of working in a service with agreed targets in place demonstrating activity levels and clinical outcomes.

Experience of providing effective case management supervision.

Experience of managing, leading and motivating teams of people.

Experience of delivering training to a range of professionals both face to face and online.

Experience of ‘partnership working’ and sharing of good practice.

Substantial experience of multi-disciplinary teamwork.

Experience of working with suicidal clients and of risk management.

	

Experience of working in a Primary Care Mental Health or IAPT setting.

Experience of working in a 3rd Sector Mental Health setting.






	
Knowledge
	
Knowledge of different models of mental health, wellbeing and illness.

Knowledge and understanding of serious mental health presentations (psychosis, bi-polar).

Knowledge and understanding of organisational cultures and contexts.

Knowledge of working with diversity and of working with BME groups.

Knowledge and understanding of evidence-based practice.

Knowledge and understanding of clinical governance frameworks. 

Knowledge of outcome measures and their use for clinical and audit purposes.

Knowledge of safeguarding policy and Child Protection legislation.

	
Knowledge of NHS policies, procedures and guidelines.



Knowledge and understanding of human resources procedures.

Knowledge of the prevent agenda. 




	
Skills
	
The ability to engage and work with clients individually and in groups.


Ability to make good use of supervisory process and consider supervisory needs for the whole service.

Ability to work effectively online and by phone with clients to face using different digital platforms, whereby rooms, zoom etc

Ability to evaluate effectiveness of therapies at an individual and project level and share learnings

Ability to work within a team and foster good working relationships.

Ability to manage self.

Ability to handle other’s emotions without becoming personally involved in them.  

Ability to identify own learning and development needs.

Proven track record of leading by example to implement innovation and change within services

Proven ability to inspire others and collaborate with others to respond to business needs

Proven ability to analyse data to ensure high performance and inform service developments and improvements

Proven ability to build strategic relationships to increase invisibility and impact of counselling and counselling practice

Proven ability to lead on clinical practice innovations 

Ability to influence others at a strategic level 

The ability to lead and motivate others to achieve excellence.

Ability to complete comprehensive clinical risk assessment.

Ability to utilise performance data to develop services.

Ability to work under pressure.

Able to communicate clearly and persuasively, both verbally and in writing.

Ability to liaise and network with a wide range of organisations and members of the public.


Excellent IT skills, including word processing and database packages.

Excellent organisational skills including diary management and effective referral systems. 

Ability to use outcome measures for both clinical and audit purposes.

Ability to work alone and as part of a team, both remotely and in the office.

Ability to work in an unsupervised area and share information where appropriate, with the relevant personnel.

	
Ability to carry out a range of evaluation and monitoring techniques.

Able to work through interpreters.



	
Attributes 
	Prepared to work unsocial hours and travel regionally and nationally where appropriate

Willingness to develop strategies that will make the service provision accessible to all clients through centre based and outreach work.

Working in accordance with the service standards of practice and BACP Ethical Framework, identifying and raising ethical concerns relevant to the organisation.

Ability to challenge poor practice and identify and work to best practice standards.

Ability to manage own caseload and time.

Commitment to and experience of working with multi-agency partnerships.
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