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	JOB TITLE:
	Admin Coordinator – Talking Therapies & Good Therapy

	REPORTING TO:
	Therapeutic Services Manager

	RESPONSIBLE FOR:
	Administrative coordination and clinician liaison across Talking Therapies and Good Therapy services

	HOURS:
	
22.5 Hours per week, worked across 4 or 5 days

	SALARY:
	£14,286 per annum gross (pro rata)

	CONTRACT TYPE:
	Part time


	LOCATION:
	
Homebased – Gloucestershire/ Hertfordshire

	OTHER
	
Occasional travel to service sites may be required




 ABOUT GUIDEPOSTS TRUST

Guideposts is a UK based charity working with people in local communities to help them access the support, opportunities, and skills they need to overcome social challenges, improve their wellbeing and change their lives.

We run a range of services that are focused on helping people to achieve their potential regardless of their circumstances. We connect people together so that they can experience the joy that comes from friendship, activity, learning, purpose, and occupation. We love what we do, and we love seeing people flourish.

Many of the people we support come from the most disadvantaged groups in our society, including children and adults with additional needs and disabilities, people with mental health problems, older people with dementia and other neuro-degenerative conditions, and the families or carers of all these groups. We believe that all people should be equally valued and have an equal chance to live the best life possible, that is why we do what we do.
Together we are the Guideposts community, helping each other to achieve better wellbeing.


PURPOSE OF ROLE

To provide administrative and coordination support across both the Talking Therapies and Good Therapy services, acting as the central liaison between counsellors and product development teams. The role ensures smooth communication, efficient processes, and effective adoption of new systems and resources, supporting counsellors and maintaining compliance with healthcare standards.



KEY REPONSIBILITIES
· Serve as the central liaison between counsellors and product development teams, ensuring clear communication and timely follow-up.
· Coordinate the collection, documentation, and prioritization of product requirements from counselling stakeholders.
· Support product testing and validation activities by managing schedules, documentation, and reporting outcomes.
· Assist in preparing and distributing release notes, training materials, and communications for counsellors.
· Organise demonstrations, training sessions, and feedback forums to champion new product releases.
· Provide administrative support for issue tracking, escalation, and resolution.
· Maintain accurate records of counsellor feedback, product updates, and support requests.
· Prepare reports and dashboards to monitor product adoption and performance.
· Ensure compliance with healthcare standards and data security protocols in all administrative processes.
KEY ACCOUNTABILITIES
· Deliver timely and accurate administrative support to counsellors and product teams.
· Ensure counsellor feedback is captured, documented, and acted upon.
· Maintain compliance with Guideposts’ policies, healthcare standards, and data protection requirements.
· Support the effective rollout and adoption of new systems and services
KEY COMPETENCIES
· Strong organisational and administrative skills.
· Excellent communication and interpersonal abilities.
· Technical literacy and ability to learn new platforms quickly.
· Problem-solving and analytical skills.
· Commitment to user experience and service quality.
PERSON SPECIFICATION

	CRITERIA
	ESSENTIAL
	DESIRABLE

	Experience
	
	

	Background in administration, healthcare technology support, or service coordination. Direct experience working within Talking Therapies services and supporting counsellors.
	x
	

	Experience working directly with counsellors or other mental health professionals in multiple service areas.
	
	x

	Skills/ Training/ Qualifications
	
	

	Proficiency with Microsoft Office tools and data visualisation platforms.
	x
	

	Exposure to tools such as Excel, Power BI, and PowerPoint
	
	x

	Personal requirements
	
	

	Excellent communication, organisational, and problem-solving skills; passion for supporting user experience and service adoption.
	x
	

	Knowledge of healthcare compliance standards
	
	x




OTHER DETAILS   
 
All staff are ambassadors for Guideposts and as such may be required from time to time to assist managers and fundraising in the promotion of Guidepost and its work. 
 
All staff have a responsibility to look after the Health and Safety not only of those people who use our services but for themselves and their colleagues and should follow Guideposts Health and Safety Policy and Procedures.  
 
Guideposts is an Equal Opportunities employer.  

If driving is required as part of the role, the postholder must hold a valid driving licence and have Category 1 insurance in place, in addition to meeting any other legal or organisational requirements for vehicle use.

This job description is not exhaustive but is provided to assist the post holder to know and understand the main duties of their role.  Responsibilities may be subject to review and may be varied in emphasis depending on operational requirements.  It may be amended from time to time in discussion with the post holder.
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