



Informing Choices NI (ICNI) Ltd
3rd floor, Ascot House, 
24 – 31 Shaftsbury Square,

Belfast BT2 7DB 
JOB DESCRIPTION
TITLE



COUNSELLING SERVICES COORDINATOR
RESPONSIBLE TO

CEO


LOCATION


BELFAST AND DERRY OFFICES
SALARY


£24,340 (PRO RATA)

HOURS


16
Informing Choices NI (ICNI)
We are a sexual and reproductive health charity who champion informed choices around sex, sexuality and reproductive health and wellbeing through advocacy, counselling, education, information and training.
Main function

The post-holder will be responsible for coordinating, developing and expanding pregnancy choices and post pregnancy counselling, information and support services.
Principal duties of the post

· To provide pregnancy choices and post pregnancy counselling, information and support.
· To offer telephone or online counselling if required.
· To be familiar with current statutory, voluntary and private services available in Northern Ireland, Ireland, and Great Britain that may benefit clients availing of pregnancy choices and post pregnancy counselling.

· To be responsible for professional and statistical client records and ensuring all data collected and kept compiles with GDPR.
· In liaison with the Administrative Officer maintain an efficient appointment system for ICNI’s counselling services.

· In liaison with the CEO provide a training and supervision support programme for associate counsellors.
· To actively promote and advertise the service.

· To develop and maintain evaluation and complaints procedures to ensure the service meets the needs of clients.

· To produce monthly and annual progress reports.

· To liaise with appropriate external agencies and organisations. 

· To ensure that the equal opportunities policy is reflected in all aspects of work.
This job description is not intended to be rigid and inflexible, but should be regarded as providing guidelines within which the post-holder works.

Personnel Specification
Essential Requirements

Qualification

1. A recognised counselling qualification to at least diploma level.
Experience

2. Evidence of 250 hours of supervised counselling practice.
3. Experience of providing training as well as supervising counsellors.
4. Giving accurate and confidential information over the telephone or in person. 
5. Developing and maintaining databases and providing statistical information.

Knowledge

6. Excellent knowledge of sexual and reproductive health, particularly in relation to pregnancy.
Skills
7. Hold or be working towards accreditation by the British Association of Counselling and Psychotherapy. 
8. Excellent verbal and written communications skills and the ability to deal with people under stressful situations.

9. Proficient in the use of Microsoft Office and proven administrative skills.
10. Ability to work on own initiative and as part of a team.
Other

11. Available to travel between Informing Choices NI’s Belfast and Derry offices and partake in occasional evening and weekend work.

12. Commitment to the aims and values of Informing Choices NI.
Desirable

13. A full current driving licence and access to a car for work related travel. 
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