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Adult Counselling Service Manager





Thank you so much for your interest in working with us.
We believe that a diverse staff team helps us to live our values, stay creative and gives us new perspectives, so we absolutely want to make our roles as accessible as we can, to the widest range of applicants. 
In this pack you should find all the information you need to find out what we’re about and whether this is the right role for you.
This includes:
· The job description and person specification 
· More about us, our values, and what we offer
· Our application process


About the role 
York Mind have operated a successful adult counselling service for over 30 years. Over this time, we have developed our offer from solely supporting adults, to providing young people’s counselling and adult coaching. We have progressed to providing counselling in local colleges. 

Counselling is delivered by both employed and volunteer counsellors. We also support student placements.

Following an operational review, we are now looking to recruit an experienced manager to lead on our Adult Counselling offer and ensure its sustainability and growth.

You will work closely with employed and volunteer counsellors and other staff to ensure a high-quality service is delivered. You will have overall responsibility for the service and will work collaboratively with other service managers, as an integral part of the York Mind Managers Team.  

This is an exciting opportunity to lead and shape crucial services that support the mental health and wellbeing of residents across York. 

Please note: You must have a graduate diploma in Counselling or Psychotherapy and be a current member of a responsible body, i.e, UKCP, or BACP to apply.





















Job Description
	Job title:
	Adult Counselling Service Manager

	Location:
	York Mind, Highcliffe House, Highcliffe Court, York YO30 6BP

	Salary: 
	£30,520 pro rata/per annum

	Contract type:
	Permanent subject to funding

	Hours:
	21 hrs per week- one working day must be Friday.

	Responsible to:
	Head of Service Development

	Responsible for:
	York College counsellors x 2
Counselling Assessor
Counselling volunteers

	Aim of the role:
	To provide overall operational management of the adult counselling and York College service.

	Office based/hybrid working:
	Predominately office-based-hours can be flexed.

	Core deliverables:
	To provide overall operational management for the adult counselling and York College Service. 
To provide line management for paid staff x 3 and oversight of volunteers.
Provide ongoing monitoring and evaluation for the services. 
To work with Head of Services and Head of Finance to develop the adult service to ensure growth and sustainability.
To develop and contribute to effective partnerships for the services. 
To act in a safeguarding capacity for the service and wider York Mind organisation as part of a leadership team.  

	Key duties:
	· To provide overall operational management for the adult counselling and York College service
· Working with the Assessor have oversight of the waiting lists, referrals, initial assessments and allocations for the service 
· To manage the adult counselling service inbox 
· Provide practice supervision and support to staff as required 
· Act as Safeguarding Lead for the adult service to include some out of hours on-call support. This will be in conjunction with our Designated Safeguarding Lead and Senior Management Team
· Work closely with finance to oversee client payments, including tracking and following up outstanding payments 
· Ensure that the service is promoted and advertised to reach a wide demographic of potential clients 
· Develop and manage systems to ensure that the service meets organisational and legislative requirements
· To be an active member of the Mind Manager team and to work with the Senior Management Team on the future development of services 
· To keep up to date with any legislative changes which may impact on the service, the requirements of the contract and the organisation 
Staff management
· Recruit service staff and volunteers as required  
· To ensure staff and volunteers are appropriately trained and compliant with organisational and service specific policies, procedures and safeguarding obligations 
· To provide line management and supervision to service staff in line with York Mind policies and procedures  
· To authorise any expenses/toil/annual leave of service staff and volunteers 
· To record all appropriate HR documents on the organisation database 
· Engage with own line management, supervision, training and development as per organisational policies and procedures. 
Monitoring and Evaluation 
· To lead on regular monitoring and evaluation for the York College service
· To ensure all monitoring and reporting requirements are completed as requested by commissioners in accordance with our Service Level Agreement
· To complete organisational stats and impact reports within specified deadlines and in line with the organisation requirements 

	Other duties:
	Work within York Mind values 
· Ensure a commitment to quality, working within York Mind’s policies and procedures  
· Actively engage with line management 
· Contribute to the wider development of York Mind 
· Be a champion for mental health 
· Work collaboratively across other York Mind services to help achieve the strategic vision of the organisation 
The post holder will carry out any other duties, which are within the scope, spirit and purpose of the job as requested by the line manager. 
If duties and responsibilities change, the job description will be reviewed and amended in consultation with the post holder. 




Person Specification
Please try to give us much evidence as possible to show us where and how you meet the requirements of the role. Feel free to tell us about projects you’ve worked on, awards you’ve won, training you’ve undertaken, or developments you contributed to. This can include experience from outside of paid work such as volunteering or caring responsibilities.
	Criteria
	Assessed at

	
	Application
	Interview

	Knowledge, skills and experience

	Accreditation with BACP or UKCP 
	✓
	✓

	Significant experience (ideally 2-3 years) of managing staff, services and change within a frontline setting 
	✓
	✓

	Significant experience of managing the whole staff life cycle including recruitment, sickness monitoring, capability, supervision and appraisal, reasonable adjustments and ad hoc ongoing staff support 
	✓
	✓

	Significant experience of assessing and delivering counselling, including to those with mental ill health and/ or complex needs 
	✓
	✓

	Significant experience of managing safeguarding processes and making safeguarding decisions, adhering to relevant legislation and supporting staff  
	✓
	✓

	Demonstrable experience of managing own wellbeing and maintaining resilience while working in a frontline setting 
	✓
	✓

	Significant experience and understanding of confidentiality and data protection and how that impacts on client work and relationships 
	✓
	✓

	Experience of managing and maintaining clear boundaries with stakeholders, staff, volunteers and clients 
	✓
	✓

	Knowledge and experience of mental health issues, services, treatment options and referral pathways for both adults and young people 
	✓
	✓

	Significant experience of assessing and managing individual and service risk 
	✓
	✓

	Willingness to offer some flexibility in hours, including on call out of hours safeguarding duties and occasional office cover 
	✓
	✓

	Practical skills

	Experienced in using software packages to an intermediate level: MS Outlook, Word, Excel, PowerPoint 
	✓
	✓

	Able/willing to learn to use a range of video conferencing platforms 
	✓
	✓

	Demonstrates ability to juggle a busy workload with competing priorities 
	✓
	✓

	Values and attitudes

	A commitment to the York Mind values 
	✓
	✓

	A commitment to work with the widest range of communities possible to make sure our organisation is representative and inclusive 
	✓
	✓

	Self-awareness of own competencies, practical needs and personal resilience, and willing to seek help with these where necessary 
	✓
	✓

	Role-specific training will be provided.



You need to be eligible to work in the UK to be considered for this role. 
We are committed to safeguarding children and vulnerable adults and therefore any successful candidate will be subject to a DBS check and will be asked to provide two satisfactory references. 


About Us
York Mind is a vibrant and compassionate organisation, working to promote recovery from mental ill-health, improved emotional wellbeing and independent living. We offer a range of both face-to-face and digital services for adults and young people, including 1:1 support, group support and advocacy. 

An independent charity governed by a group of local trustees, York Mind is a part of the Mind Network, made up of 100 organisations across England and Wales delivering services, campaigning and giving a voice to people with mental health problems, their families, carers and communities. 

Our team really care about making a difference and come together to make a change for people’s mental health. 

Here are some quotes from our service users:

“The service was easy and quick to access. Very friendly and welcoming.” 

“You were easy to talk to and listened to me. Everyone in the hub seemed nice. It is good to know that the service is there if I do need it.”

“I now feel able to talk and share worries and feel less lonely.”

“The staff at Mind are the nicest people, so helpful and so supportive that I couldn't wish for nicer people to speak with. Thanks to you all for what you do.”

















Our Values
For us, these aren’t just words on a page. We aim to live by them and to incorporate them into everything we do.

Being Brave – We find the courage and compassion to connect with and walk alongside others, providing encouragement through difficult times towards better days.
Standing Up – We dedicate ourselves to advancing mental health appreciation and championing the conditions that enable people to be well.
Developing Together – We listen to, learn from and help one another, to grow stronger and become better able to serve our community.
Actively Seeking – We are realistic about the scale of the challenge to achieve equity of standing for mental health and wellbeing. We hold on to hope that through our work, things can and will improve. 
Being Pragmatic – We make decisions based on what’s possible and works for individuals. We are down to earth, communicating clearly and with kindness.











What we offer
Flexible working arrangements – We try to accommodate flexible working arrangements where possible, to promote work life balance.
Flexitime – We offer the option for staff to accrue up to 7 hours of flexitime. These hours can be used to take some time to rest, either in part days (for a long lunch or early finish) or in full days (for a duvet day or just to catch up on “life admin”).
Staff Support – In a recent staff survey, 90% of our staff agreed that they felt able to speak to their line manager about their wellbeing, and 85% agreed they feel able to speak to their colleagues. We also offer access to an independent employee assistance programme to support our staff.
Annual leave – We provide 25 days annual leave (excl. bank holidays). On completing 2 years continuous service, full time employees are entitled to an additional 1 day of annual leave per year, up to a maximum of 30 days. All leave is pro-rated for part time employees. We also offer the option to buy additional leave.
Above average pension contribution – York Mind pay 6% employer pension contribution. 
Professional body membership fees – Where this is an essential part of your role, you can claim these back.
Working in a values-based organisation – this means that our values guide our strategy, decision-making and day-to-day work. 







Application process 
To apply, please download our application form from our website, and submit your completed form to vacancies@yorkmind.org.uk before the closing date.
Please submit your application as a Word or PDF attachment with the file name in the following format: Your Full name – Job title of the role for which you are applying.
If you need any reasonable adjustments to apply for a role, please contact hr@yorkmind.org.uk. 
To discuss the post informally, please contact Jamie Edwards-Head of Service Development
Jamie.edwards@yorkmind.org.uk 
	[bookmark: _Hlk233382888]Closing date for applications: 
	9am on Wednesday 2nd September 2026

	Interview date: 
	Wednesday 9th September 2026
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