
JOB DESCRIPTION & PERSON SPECIFICATION

	POSITION:
	Service Coordinator
	REPORTS TO:
	

	
	
	
	

	
	
	LOCATION:
	Cambridge (travel throughout Cambridgeshire as required)

	
	
	
	



	JOB PURPOSE: 

	To coordinate and manage the bereavement support for children, young people and their families in Cambridgeshire prior to and following the death of a significant person.  




JOB SPECIFIC ACCOUNTABILITIES


1. To provide a bereavement counselling service to work with bereaved young people suffering adverse effects of bereavement.  This involves responding to referrals (from Local authority agency, GPs services or schools as well as self-referral), assessment and a series of counselling sessions.
2. Within the xxxxx Project to work with young people in their family setting, including working with multiple siblings within one family, and adults where appropriate, in order to provide a holistic support service to enable young people to recover their wellbeing, educational performance and management of grief.
3. [bookmark: _GoBack]Acting as a key worker for the management of children and their families and hold responsibility and accountability for this process within the clinical service during the xxxxxx Project.
4. To coordinate the work of employed, volunteer and sessional counsellors recruited by the Organisation to assist in the provision of this service as required.
5. Lead the evaluation of and feedback the benefits of the implemented programmes to the children and families, external professionals, and service team.
6. To attend own professional practice supervision monthly and attend management supervision meetings with Line Manager.
7. To adhere to professional, ethical and legal codes of practice and legislation relating to children, young people and families.
8. To maintain records of work with each young person and where relevant, each family, using contemporaneous notes to provide an accurate record of events and information.
9. To prepare data and commentary in the form of regular reports to xxxxxxxxxx and funding providers as required (frequency will vary and will be specified, as will format, by the line manager in supervision meetings and appraisals).
10. To maintain and develop own professional knowledge and skills through membership of professional organisations, attending training courses, conferences and participation in mandatory training programmes.
11. To participate in and organise events for local schools and youth organisations to have training to recognise the early need for bereavement support.


Person Specification

· Qualified to Level 4 in Counselling (Member of BACP)
· A number of years’ post-qualification experience in counselling
· Training and experience in bereavement counselling and support including complex cases involving children, young people and families.
· Effective listening and communication skills
· Confidence to present information and train adults about bereavement issues in both 1:1 and group settings
· Good level of IT literacy (use of database for record keeping and MS Office packages (Outlook/Word/Excel) for email, reports and timesheets)
· Effective writing skills (for client session reports, and reports to xxxxxxx and funding providers)


Employment is subject to:
· Enhanced DBS Check
· Evidence of Right to Work in the UK
· Satisfactory References
· Valid Driving Licence

