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Community Church Edinburgh 

Hope Counselling Service : Practice Manager 
£26,000 - £30,000 pro rata (plus sessional payments) 

2 days per week (plus counselling sessions each week) 

INFORMATION PACK: 

Included in this pack are: 

A: Context - brief outline 

B: Role description 

C: Person specification 

D: Other key information 

E: How to apply and key selection dates 
 

A: CONTEXT 
 

Hope was set up by Community Church Edinburgh (CCE) in 2007 and continues to be supported actively by the 
church.  While it is a small team, we want to serve our local community in a more impactful way.  We 
therefore have a new strategic plan, developed by the whole Hope team, to grow and develop this service. 
 

We use the Adapted Crabb / CWR therapeutic model, predominantly, as the Christian basis to our counselling.  
However, we are very open to working with other therapeutic models.  Above all, we seek to give an excellent 
service to our clients whether they have an expression of faith or not.  We are a warm, friendly counselling 
team and church.  As a church, our purpose is to be a Christ-centred community, to see people fully alive, and 
to help the world flourish. 
 

We welcome your interest in this significant role and the contribution it makes to this purpose. 
 

B: ROLE DESCRIPTION 
 

PURPOSE: 
 

The purpose of this role is to: 
 manage and develop the Hope counselling service 
 serve clients and impact the local community 
 develop the team, and 
 hold a therapeutic caseload (not included in the 2 days - paid additionally on a sessional basis) 

 

VALUES: 
 

We ask all members of the Hope team to share our values: 

 we recognise God loves everyone unconditionally - and so do we 
 we are optimistic that God can bring healing and wholeness to everyone 
 we respect our clients’ needs, pace and choices, and 
 we are conscious of and authentic about our own journeys 

 

KEY RESPONSIBILITIES: 
 

1. Service Development 
 Seek to impact the local community by developing effective working relationships with local bodies to 

secure client referrals e.g. local GP Practices 
 Identify opportunities to provide services through contracts with local organisations e.g. Universities 
 Ensure effective publicity of the service through appropriate channels, including the website 
 Ensure an effective balance between referrals in to the service and placement availability 



2 Nov 2019 v Final 

 Work in partnership with other Edinburgh Christian counselling services, as appropriate, to support 
the collective impact on the wider community 

 Develop and implement strategic and operational plans for the service, which ensure service sustainability 
and develop effective partnerships, seeking the support of CCE leadership / trustees, as necessary 

 Ensure the vision of Hope is clearly communicated and nurtured in the CCE family 
 

2. Service Management 
 Manage all potential client inquiries in a timely way, ensuring a seamless, quality experience from 

initial contact to initial interview and placement with a counsellor 
 Manage the waiting list, keeping track on anticipated / actual client completion, and providing timely 

communication / updates with clients waiting for a place 
 Prioritise effectively across the full range of responsibilities, to ensure both shorter-term and longer-

term issues are managed effectively 
 

3. Service Quality 
 Ensure delivery of an effective, high quality service which puts clients’ needs to the fore, adheres to 

professional codes of ethics and practice and lives out Hope’s values 
 Ensure the consistent, timely evaluation of services by clients, building confidence in the Hope team in 

using outcome data to bring encouragement, support learning and develop improvements 
 Manage any client complaints, seeking early resolution and identifying learning and improvements 
 Report significant issues and proposed resolution to your line manager in a timely way 

 

4. Team Management and Development 
 Manage the team, ensuring regular team meetings to develop effective support across the team and 

resolution of organisational issues (this will require flexibility outside normal hours) 
 Recruit and line manage counsellors, nurturing and encouraging them as they serve, and ensuring 

effective therapeutic supervision arrangements are in place for each counsellor 
 Develop Continuing Professional Development opportunities for the team, both through internal 

provision and sourcing external opportunities, and contribute to wider training within CCE 
 Support volunteer counsellors towards professional accreditation, finding pathways for students to 

join and achieve full accreditation 
 Periodically review and refresh supervision arrangements as a whole to ensure they are fit for purpose 

 

5. Risk Management 
 Ensure early identification of potential clients’ risks, managing these effectively following initial 

assessment 
 Develop a clear understanding of the service’s key risks with the Hope team, and implement actions to 

reduce risks to an acceptable level 
 Advise your line manager of any adverse incidents or matters which could significantly impact 

individuals, the team and/or the reputation of Hope 
 

6. Policy Development and Information Management 
 Develop policies to reflect good practice and legal changes, ensuring effective application of both 

specific Hope and relevant CCE policies, including GDPR 
 Ensure effective administration and security of all files and information, in all formats, ensuring 

adherence to professional codes and legal compliance 
 Develop and streamline processes and data to improve efficiency and management information 
 Develop effective management information to inform the strategic development of the service 

 

7. Financial Management 
 Manage the budget, reporting regularly to your line manager 
 Ensure effective cash management and records, in accordance with CCE policy 
 Ensure timely and appropriate handling of invoices/payments 
 Promote the need for a bursary fund in the CCE community, and decide on a fair distribution of this 

bursary according to needs and policy 
 

8. Facilities Management 
 Manage the facilities made available for Hope, seeking effective resolution of any exceptional issues 

where there may be competing demands across CCE’s programme 
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9. Personal Therapeutic Practice (please note: client counselling sessions - including preparing and  
    administration - are carried out and reimbursed on a separate, sessional basis) 

 Keep up-to-date on developments within counselling professional practice 
 Hold a client caseload, under regular supervision, for (at least) 2 hourly sessions per week, preferably 

3-5 hourly sessions per week 
 Adhere to your professional body’s (ACC, COSCA etc.) code of ethics, including maintaining 

accreditation / registration 
 Act as a role model to the team through, for example, living out our values, following policies and 

procedures, seeking to improve services and seeking to impact our local community with God’s love. 
 

C: PERSON SPECIFICATION 
 

CRITERIA ESSENTIAL** DESIRABLE 

Qualifications 

Holds accredited membership of a relevant professional body (e.g. ACC, COSCA) *  

Holds recognised membership of a relevant professional body (e.g. ACC, COSCA)   

Holds a relevant supervision qualification   

Experience 

Substantial level of therapeutic experience, including working with complex cases   

Expertise in applying own theoretical model of practice   

Line managing people   

Managing a team which includes volunteers   

Skills 

Build and lead an effective, motivated team   

Create and implement strategic and operational plans, building effective external partnerships   

Show both managerial and therapeutic skills when dealing with difficult issues and challenges   

Explore a range of perspectives and apply sound judgement and clear decision-making to 
reach solutions 

  

Drive and motivation to take initiative and improve services   

Excellent organisational and communication skills, including ICT   

Assess and allocate clients, taking a calm and thoughtful approach to therapeutic risks   

Manage a budget / financial planning   

Knowledge 

Knowledge of theory and good practice in a range of therapeutic areas   

Good appreciation of other therapeutic models, whilst upholding the integrity of the Christian 
model used in the main 

  

Knowledge of good practice in policy development and implementation   

Understand and demonstrate clarity about professional boundaries and accountabilities   

Well-developed knowledge of the value of therapeutic supervision    

Behaviour 

Through personal faith, committed to Christian-based values, therapeutic model and practice   

Engaging, relational and confident   

Positive, passionate and committed to the work - a self-starter   

Generate loyalty and trust, supporting a good team ethos   

Show insight, personal discipline, and courage to make changes   

Show resilience, remaining calm and focused   

Recognise and support wider governance requirement of CCE leadership   

Show personal commitment to CCE’s purpose and to own personal development   
 

* On an exceptional basis, we will consider an applicant with very extensive experience as a counsellor and manager who is 
actively undertaking the necessary training to achieve accreditation 

** If any ‘essential’ criteria is marginal, we can consider personal development requirements and starting salary 
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D: OTHER KEY INFORMATION 
 
HOURS: 2 days per week (plus minimum 2 counselling hourly sessions per week).  One day will be a Tuesday, 
and the other day is open to discussion.  A day is normally 7.5 working hours, however there is some flexibility 
to work slightly reduced hours or a different pattern of hours. 

 
SALARY:  

 In the range £26,000 - £30,000 pro rata, subject to experience, for 2 days’ practice management 
 Sessional payments will be £20 per session (clients attend for 1 hour per week) 

Paid supervision and professional membership is not included for accredited counsellors, and needs to be paid 
for by the accredited counsellor. 

 
LEAVE: Pro rata 25 days plus 8 statutory days i.e. 13 days per annum 

 
PENSION: There is access to a workplace pension scheme, in accordance with current pension regulations 

 
LINE MANAGER: A member of the CCE leadership team 
 
 
 

E: HOW TO APPLY AND KEY SELECTION DATES 
 
APPLICATION: To apply, please submit your CV and covering letter, clearly detailing: 

 your qualifications/training and experience 

 how you meet the requirements of the role and all parts of the person specification, using a few 
examples to help demonstrate this 

 an acknowledgement of your personal Christian faith and the role it would play in this job 

 2 referees - we would expect one to be your line manager and the other to be your church leader, and 

 any notice period you would need to give to your current employer. 

 
CLOSING DATE:  Please submit your CV and covering letter to ashleigh.dunn@cce.community no later than 12 
noon on Tuesday 7 January 2020.  All applications will be acknowledged as soon as possible thereafter.  If you 
have any difficulties with an electronic submission, please contact the CCE office on 0131 466 8660 - please 
note that the office is closed from 22 Dec 2019 - 5 Jan 2020 (inclusive). 

 
SHORTLISTING: This will take place on Wednesday 8 January 2020.  All applications will be assessed on the 
basis of the requirements detailed above.  Successful candidates will be notified as soon as possible thereafter 
and offered an opportunity to speak informally with a Hope Team member / CCE Leadership team member to 
discuss any queries you have, ahead of the interview process. 

 
INTERVIEWS: Interviews will take place on Monday 20 January 2020 at Community Church Edinburgh. 
 
 
 
This post is subject to a Genuine Occupational Requirement that the post holder is a committed, active 
Christian under Part 1 of Schedule 9 to the Equality Act 2010. 
 
While we very much welcome applications from those with disabilities, please be aware that there is only 
access by stairs to the Hope office and counselling rooms. 
 
Thank you for your interest in this role, and the time and effort you put into any application.  We appreciate 
this very much. 
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