
Rural Projects Administration Worker

Job Description

	
	

	
	


 Main Responsibilities

Provision of appointment booking and administrative support to services which will include:

Appointment Booking
· Co-ordinate the counselling appointments bookings for the rural services
· Regularly updating and reviewing the electronic booking and paper filing system
· Communicating with young people regarding appointments – in person, by phone, by email and by letter
· Communicating and liaising with staff and volunteers regarding appointments – in person, by phone, by email and post
· Liaising with counsellors about absence/ AL and planning for this
· Attending weekly allocations meetings and completing agreed follow-up tasks 
· [bookmark: _GoBack]Ensuring the - and the team is well stocked with forms and other paper resources for appointment bookings

Monitoring and Evaluation:
· Regularly inputting client data into service spreadsheets/online tools
· Assisting with the maintenance and development of service monitoring and evaluation tools

Team Admin
· Dealing with general enquiries from the public.
· Monitoring and reporting on waiting lists 
· Assisting with the review and development of processes and procedures within the Mental Health and Counselling Team.
· Deal with enquiries from prospective volunteer counsellors. 
· Liaising with other teams on behalf of the Mental Health and Counselling Team.  
· Assisting with the induction of new counselors, including overseeing DBS checks. 
· Administration of team meetings and events, including booking venues and taking minutes

Client work
· Making contact with complex or more vulnerable clients re. appointments
· Assisting the Project Worker at the Drop in sessions

You will also be required to attend a range of agency events including staff meetings, AGM and Link Day.

The post holder may be expected to undertake other appropriate duties from time to time under the direction of the Rural Projects Development Manager.


