
 
Administrator for the charity Sage Counselling based in Chichester, West Sussex. 

 

Self-employed for 6-15 hours a month at £11.50 per hour. Hours are currently reduced due to Covid but normally 

15 hours a month. 

 

This role would be suited to anyone with administrative experience who is looking for a part time position to help 

this worthwhile charitable organisation. 

 

Working mostly from home but will be required to attend meetings either in person in the Chichester area or via 

Zoom during Covid 19 

 

Introduction 

Sage Counselling offers an affordable contribution-based counselling service for adults in West Sussex who are 

unable to access other counselling services due to mobility issues.We usually visit clients at home but since Covid 

19 we are conducting telephone and video counselling sessions. We are offering an opportunity for you to join our 

team to help Sage Counselling maintain an efficient service to our clients and volunteers.  

 

Duties 

● The administrator is the first point of contact with Sage Counselling for clients and other enquiries.  

● You will need to respond to telephone calls, emails and arrange the first meeting between client and 

counsellor.  

● Monitor and update client confidential data on excel spreadsheet. 

● Carry out administrative duties such as emails, filing and photocopying. 

● Attend management meetings and prepare a report of your activity. 

● Liaise with website administrators to ensure website content is updated. 

● Monitor the client waiting list and keep clients informed. 

● Attend monthly meetings with Sage Counselling Coordinator/supervisor 

● Manage the recruitment process of new student and trained counsellors which will include sending out 

adverts, receiving applications, checking DBS certificates and references, setting up interview dates and 

collate interview packs. This role happens once or twice a year. 

 

Person specification 

 

Desirable 

● Knowledge of working with G Suite (Google) 

● Knowledge of using the Zoom online platform. 

● Experience of working in a charitable setting. 

● Experience of writing reports and presenting at Management meetings.    

● Experience of working in a counselling or therapeutic setting   

Essential 

● Experience of working in an administrative role  

● Ability to use Microsoft Office or similar packages. 

● Good organisational skills 

● Good communication skills – verbal and written 

● Good telephone manner 

● Good numeracy 



 
● Ability to prioritise workload, work with minimum supervision      

● Flexible and adaptable 

● Confident and able to make decisions.  

● Ability to work on own initiative with minimum supervision.  

● Attention to detail. 

● Friendly, polite and approachable.  

● The ability to be confidential, trustworthy, honest and non-judgmental 

● Positive outlook    

● You will be joining a committed team of counselling volunteers, clinical supervisors, trustees, treasurer 

and chair person to help us deliver an effective and efficient service to those in the community who 

would not otherwise get the help they need. We hope you will benefit from a varied and satisfying role 

and know that you are helping to make a difference. 

 

Please contact Mrs G Howard on gina.howard@sagecounselling.org.uk for more information and to arrange an 

informal chat 

 

We look forward to hearing from you. 

 

Gina Howard 

Chair and Trustee 
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