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North East Edinburgh Counselling Services (NEECS) has been providing counselling, either for free or on a donation basis, in North East Edinburgh since 1995. Service users are referred by their GP and can receive up to 12 counselling sessions to support the mental health issues they are experiencing. 
Would you like to come and work for an organisation which, in the words of one service user, “saves lives”? 
We are currently looking for a part-time manager (c. 25 hours/ week) to co-ordinate the entire end-to-end service proposition of NEECS from managing people to securing funding.
Manging one member of staff and a team of sessional, self-employed counsellors, this role is an opportunity to take NEECS into a sustainable future. 
At present we have guaranteed funding to the end of April 2023, with the hope this will continue.
What are we looking for 
Someone with a passion for improving mental health in the local community 
A track record of securing external funding 
An inclusive leadership approach
Communication skills which will enable NEECS to take advantage of modern social media 
What you will get in return 
An entirely flexible approach to the role - want to work from home, a coffee shop, do some hours in the evening? Fine with us.
A salary of £31,542- £36,129 per annum (pro-rata)
27 holidays a year (pro rata) 

[bookmark: _GoBack]Closing date: 24th June 2022
Please send a CV and covering letter to manager@neecscounselling.org.
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MANAGER JOB DESCRIPTION	



ROLE AND RESPONSIBILITIES:

The manager works in consultation with and is accountable to the Board of Trustees (BOT) of NEECS, a Scottish Charitable Incorporated Organisation (SCIO).

The postholder will manage the service according to its aims and objectives, ensuring it meets the conditions of its funders, OSCR and the professional organisations of which it is a member.

Some flexibility in working hours is required of the postholder, for example to cover risk-of- harm situations, meetings and trainings.  

								
REMIT
 
Human Resources:

Recruit, manage and support the sessional team of counsellors:

-	Recruit appropriately experienced counsellors and supervisors according to the NEECS Code of Practice.                                                               

- 	Ensure counsellors work according to NEECS Code of Practice, which includes the requirements of BACP and COSCA.

- 	monitor counsellors' practice:
to include regular supervision, team meetings, consultation with NEECS counselling supervisors and formal annual reviews. 					 
	
-	Identify training requirements informed by counsellors and service users. Organise regular training/CPD.  
							
- 	Manage risk-of-harm situations, informed by legislation regarding Child Protection and Vulnerable Adults.							

-	Liaise with the training institutions of counsellors selected for placements, who are supervised and supported by NEECS. 



Recruit, manage, support and supervise the Service Co-ordinator and administration volunteers:

- 	Provide regular supervision and a formal annual appraisal.

- 	Identify training needs and opportunities.                            

- 	Recruit, manage and support non-counselling volunteers, identifying training opportunities where applicable.

Governance, Finance and Funding:

Policies:

Ensure appropriate insurances, policies and procedures are in place and implemented.   

Liaise with statutory and professional bodies, and draft or update policies to comply with their requirements according to the law.

Policies and procedures include:

-	Finance
- 	Staff terms and conditions
- 	Code of practice for counsellors and supervisors 
- 	Health & Safety
- 	Risk of harm
- 	Confidentiality
- 	Equalities
-	Service user involvement                                          
-	Complaints procedure           

Board Governance                                                 

Provide support for the regular Board meetings by providing a regular report, sharing minutes and follow up actions in a timely manner.

· Ensure regular consultation with the Board, attend service board meetings, reporting and advising on all service matters. 

· Produce the annual report and oversee the organisation of the AGM.

· Prepare and monitor the budget regularly, in consultation with the Treasurer.


· Input to the production of statistics, user evaluation and other monitoring reports as may be required. 

Funding 


· Research sources of funding
· Complete funding applications to sustain NEECS 
· Provide reports to funding sources as required 						


Networking:

· Keep informed with regard to developments in counselling and service provision.

· Attend & report on external forums, conferences etc. as appropriate, ensuring NEECS is appropriately known in the local community while maintaining the focus of the manager’s remit on service delivery.


SALARY AND CONDITIONS:

Salary band for role (per annum) is £31,542- 36,129

· Hours worked in excess of 25 are taken off as time in lieu.

· NEECS offers a workplace pension scheme and makes a contribution (currently 5% of salary).

· There is no guarantee of paid overtime hours. However, there may, on occasion, be discretionary payment with the prior approval of the BOT.

· The post provides 27 days' annual leave and public holidays, both pro rata. 

· The postholder will be provided with supervision by a professional consultant approved   by the BOT.

PERSON SPECIFICATION:

Applicant should have management experience in counselling or a related setting. 

They should be able to demonstrate the following skills, knowledge and experience:

-	Clear written and spoken communication skills

-	A broad understanding of mental health issues

- 	Recruitment, management, support, supervision and appraisal of staff,  sessional workers and volunteers  
	
-	Effective financial management 

-	Funding and contracting within the charitable and statutory  sectors

- 	Working on their own initiative as appropriate  and in consultation with a Board of Trustees (or equivalent)

-	Creative thinking in relation to maintaining/developing a service
	according to the needs of its users and available resources.

- 	Proficient in Microsoft Office 
							
North East Edinburgh Counselling Service (NEECS) SCIO SC023482
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