
 

Administrator 
 
 
Contract:  11 hours per week. 9am – 2:30pm Mondays and Tuesdays 
Salary:  £18,000 pa (pro rata) 
Location:  Network Counselling and Training Ltd, Elm Park, Filton, Bristol BS34 7PS. 
 
Reports to:  Office Manager 
Other key relationships: Administrator(s), Head of Counselling, Counselling Co-ordinator 
 
 

Job description 
The role is a focal point for clients and the counselling team. It involves administering the client journey 
from first point of contact through to closing, supporting volunteer counsellors with processes and 
information needs, managing room bookings and being responsible for Network’s contact data. It also 
involves some administrative support of our fundraising functions and wider team. Excellent 
administration abilities, discretion and a warm manner are essential. 
 

Key responsibilities  
 Administration of client information and the client journey, including supporting clients with 

form completion when necessary 

 Maintaining accurate, up to date electronic and paper records for all stakeholders including 
donors and room bookings using a variety of software packages, including CRM database 

 Extracting and collating information from various sources according to team needs 

 Answering and directing telephone and email enquiries, including calls from clients in distress 

 Receiving visitors to the building when circumstances permit 

 Administering the training library; withdrawals, returns and annual reviews 

 Working collaboratively with the other administrator to ensure continuity of service to clients 
and the team 

 Ensuring all supporters and donors receive thanks and appropriate communications as directed 
by the Fundraiser 

 Keeping reception area, counselling rooms and common room tidy 

 Locking the building in the evenings. 
 
Other areas of work that may be included are; 

 Assisting with production of newsletters and social media content 

 Assisting with annual building tests, eg. boiler, alarms, lighting etc. and liaising with suppliers, 
eg. cleaners, maintenance. 

 Monitoring and maintaining housekeeping and stationery supplies 

 Other tasks as proportionate and relevant to the role. 



General responsibilities 
 Work within and uphold Network’s ethos and values statement. 

 Actively and constructively participate in your own development, line management and team 
meetings. 

 Work with an awareness of and in compliance with appropriate legislation, for example data 
protection and health and safety requirements. 

 
Network is continually responding to external events, the community’s needs, changes in best practice 
and legislation. As such, tasks may vary from time to time with agreement between yourself and the 
Office Manager and Head of Counselling. 
 
 

Person specification 
Essential Desirable 

Excellent ability to effectively organise and 
prioritise a variety of tasks. 

Experience of using Office 365. 

A strong grasp of administrative best practice. Social media proficiency. 

Good computer literacy including use of Microsoft 
Office and CRM databases. 

An interest in and understanding of mental health 
and counselling. 

An ability to maintain confidentiality and an 
understanding of data protection principals. 

Experience in a client/beneficiary facing role in 
health and/or social care. 

Excellent, clear and warm communication and 
inter-personal skills, including a confident 
telephone manner and good written work. 

 

An ability to work independently and 
unsupervised. 

 

Ability to function within your role as a focal point 
of a small and committed team. 

 

Initiative and a commitment to continued 
personal development. 

 

Experience of engaging with people at all levels.  

Ability to work within and uphold Network’s ethos 
and values statement. 

 

 

https://network.org.uk/networks-ethos-and-values-statement/
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