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Post:   CLINICAL DIRECTOR (MATERNITY COVER, 12 MONTHS) 
 
Responsible to: The Executive Committee 
 
Responsible for: All staff and volunteers 
 
Hours: Part-time, 0.6 to 0.8 FTE flexible, with infrequent weekend and 

evening availability, reimbursed with time off in lieu.   
 
Salary:   £28,088-£33,705 pro rata, dependent upon experience. 
 
Location:  No 1 Park Lodge, Victoria Park, London Road, Leicester, LE1 7RY. 
 
 
INTRODUCTION TO THE LEICESTER COUNSELLING CENTRE 
 
Leicester Counselling Centre (LCC) was founded in 1979, becoming fully operational in 1981. 
The Centre presently has two members of staff (Director and Administrator), around 80 
volunteer counsellors and 7 Executive Committee Members. In its normal operation, it also 
has 12 volunteer receptionists supporting the day-to-day administration of the Centre. The 
Centre is a charity and a voluntary organisation, with an excellent, long-standing reputation.  
 
The aim of the Centre is to provide affordable, long-term, individual counselling to adults in 
Leicester, Leicestershire and Rutland. The Centre currently offers weekly counselling 
sessions to around 155 clients, with many more on the waiting list. The Centre is open 
Monday to Thursday from 9 am to 8 pm and Friday from 9 am to 4 pm. Since the beginning 
of the coronavirus pandemic, staff and volunteers have worked remotely, delivering 
counselling support either online or via telephone. It has been a period of significant 
transition for the Centre, and whilst we anticipate returning to our premises prior to the 
commencement of the maternity cover role, there is a possibility that we may still be 
operating remotely, due to the unpredictability of the progress of the pandemic. 
 
LCC is an organisational member of the BACP and all its counsellors are bound by the BACP 
Ethical Framework for Good Practice.  
 
The Centre is supported by grant funding from Leicester City Council and several smaller 
grant-making bodies. Client donations make up approximately a third of the Centre’s 
income. 
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JOB DESCRIPTION  
 
The job description outlines the objectives and duties of the job for which you are applying 
for the period of maternity leave, and we will consider applicants who can work between 3 
and 4 days per week. Potential for a long-term role may arise as we consider our staffing 
structure going forward.  
 
The Director has responsibility for the day-to-day running of the Centre, managing the staff 
and volunteers and has overall responsibility for the clinical work. Whilst the Director’s role 
can include working with a small caseload of clients, it is important to note that the major 
part of the role is not client facing.  
 
The Executive Committee foresee the primary tasks of the Director’s role during the period 
of maternity cover being operational and not strategic, focusing on the consolidation of the 
Centre’s return to face-to-face service delivery following 16 months of remote working. 
LCC’s Executive Committee will be available to provide support and guidance.  
 
The enthusiasm, commitment and flexibility of the Director are vital to ensuring the Centre’s 
continued ability to provide long-term affordable counselling for those individuals who can 
benefit from it.  
 
The post will be subject to an enhanced DBS check. 
 
 
KEY TASKS AND RESPONSIBILITIES 
 
Clinical (35%) 
 

• Provide line management support and consultation to counsellors, assessors, and 
supervisors on any counselling related issues in connection with their work at the 
Centre. 

• Oversee and take clinical responsibility for the clinical work carried out by the 
counsellors and assessors at the Centre. 

• Provide emergency, interim supervision to the counsellors/assessors if necessary. 
• Carry out clinical assessments. 
• Act as the Designated Safeguarding Officer where a client or other individual is 

considered to be at risk of harm or abuse. 
• Ensure all counsellors are being fully supervised in line with the BACP Ethical 

Framework 
• Manage counselling services supplied to third party organisations. 
• Oversee the Private Practice that takes place at the Centre. 
• Overall responsibility for the service user experience including responding to service 

user feedback, effective evaluation processes and investigating any complaints. 
 
 
 



  

 

 

 

3 

 

Management (25%) 
 

• Be responsible for the day-to-day running of the Centre. 

• Provide operational management of counselling services. 

• Manage and provide containment and continuity to staff, volunteer counsellors and 
receptionists. 

• Maintain and develop links with placement providers and partner agencies. 

• Respond to queries from funding bodies.  

• Manage the work of the Centre ensuring the optimum utilization of available 
resources, including effective management of the waiting list and efficient allocation 
processes. 

• Effectively measure and evaluate the work carried out at the Centre. CORE (Clinical 
Outcome Routine Evaluation) and Powerdiary systems available for this purpose.  

• Be accountable and present reports to the Executive Committee and attend monthly 
meetings. 

• Assist Executive Committee with financial/budgetary management. 
 

Recruitment and Training (20%) 
 

• Take active responsibility for the systematic recruitment, selection and induction of 
placement counsellors and receptionists. 

• Identify training and development needs of staff and volunteers and deliver regular 
CPD events.  

 
Administrative (20%) 
 

• Work closely with the administrator and provide admin/reception cover where 
necessary, including using PowerDiary to effectively record day to day client activity. 

• Oversee the publication of the Annual Report and organise the AGM. 

• Oversee the publication of a regular newsletter to members of the Centre. 

• Ensure the Centre’s policies and procedures are accessible and are being followed 
including Health and Safety, Safeguarding Adults and Equalities Policies.  

• Ensure policies and procedures are regularly reviewed and make recommendations 
on any changes to existing or new policies to the Executive Committee. 

• Liaise with placement providers including local universities, colleges and other 
training venues to maintain a good working relationship. 
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PERSON SPECIFICATION 
 
Your application will be reviewed against the essential and desirable criteria listed below. 
Applicants are strongly advised to explicitly state and evidence how they meet each of the 
essential (and desirable) criteria in their application. 
 
Essential Criteria  
 

• Experience of leadership. 

• Evidence of management and organisational skills  

• Ability to create and maintain effective partnerships. 

• Counselling/psychotherapy qualification to at least Diploma level, or equivalent 

• Ability to supervise volunteer counsellors. 

• Experience of clinical assessment of clients 

• Commitment to abide by the BACP Ethical Framework for Good Practice in the 
Counselling Professions and the Centre’s Policies and Procedures 

• Strong commitment to the work and ethos of the Centre 

• Excellent written and communication skills 

• IT competent, should be familiar or capable of learning common business 
applications. 

• Enthusiastic and positive attitude 
 
Desirable Criteria 
 

• BACP Accredited/UKCP Registered or equivalent 

• 5 years’ post-qualification counselling experience 

• Supervision qualification and experience supervising counsellors. 

• Evidence of management and organisational skills in the voluntary/charity sector 

• Experience of training counsellors 

• Evidence of ability to remain calm and professional when under pressure 
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TERMS AND CONDITIONS OF EMPLOYMENT 
 
This summary is for the general guidance of applicants and does not form any part of a 
contract of employment. 
 
Equal Opportunities 
The Leicester Counselling Centre is committed to Equal Opportunities.  It strives to achieve 
equal opportunities both in delivering counselling and in the recruitment of staff and 
volunteers. No person should be disadvantaged or excluded in seeking employment or for 
any reason during their employment with the organisation or in the provision of its services 
on the grounds of race, ethnic origin, religion, sex, sexual orientation or disability. 
 
Conditions of Employment 
As a condition of being able to commence employment with the Leicester Counselling 
Centre, two satisfactory references and proof of qualifications/professional membership are 
required.  
 
Disclosure and Barring Service 
To protect the vulnerable adults receiving counselling at the Centre, recruitment of staff and 
counselling volunteers at the Centre is subject to an Enhanced DBS check. 
 
Probationary Period 
All appointments are subject to a probationary period of six months.  During this period 
appropriate training and support will be given.  The post holder will be confirmed in the post 
upon successful completion of the probationary period. 
 
Hours of Work 
This role is part-time, 0.6 to 0.8 FTE. Some flexibility is required around the working hours 
with occasional weekend and evening availability for CPD events or providing emergency 
cover in the absence of a staff member or volunteer. 
 
Salary 
The salary for this post will depend on qualifications and experience.  Part-time 
appointments are paid pro-rata, making the actual salary range £16,852-£20,223 for 0.6 FTE 
or £22,470-£26,964 for 0.8 FTE. 
 
Sick Pay 
There is a sick pay entitlement dependent on years of service. Full details of sick pay 
entitlements are in the Contract of Employment. 
 
Pension Scheme 
There is a company pension scheme with this role. 
 
Annual leave and Statutory Holidays 
In a complete holiday year from 1 April to 31 March, staff are entitled to 24 days’ leave, 
rising to 28 days after 5 years of service, pro rata.  In addition to all the usual public holidays 
in England and Wales, the Employee is entitled to one extra day at Christmas (usually 
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Christmas Eve or the day after Boxing Day) provided that this extra day falls on the day that 
the part-time Employee normally works. 
 
Training and Development 
The Leicester Counselling Centre is a learning organisation and is committed to the training 
and development of its staff.  
 
Parking  
The Leicester Counselling Centre is able to provide its staff with a parking permit for use in 
the Pay and Display car park adjacent to the Centre. 
 
Smoking Policy 
The Leicester Counselling Centre is a non-smoking environment.  A designated smoking area 
is available outside the building.  


