
 

 

 
 

 

Part-Time Practice Administrator / Referrals Co-ordinator Role 

 

About BTP 

Brighton Therapy Partnership provides Continuing Professional Development training to counsellors 

and psychotherapists. BTP is based in Brighton (naturally) but attracts delegates from all over the 

South East of England including London. BTP also includes the businesses known as The Palmeria 

Practice (a group therapy practice and consulting room hire), Therapy Education Online (training 

and workshop videos) and Counselling4Brighton (the owner’s private therapy practice).   

 

About the Team 

Shelley Holland - BTP Owner 

Laura Hordern – BTP Business Support Administrator (responsible for BTP workshop bookings, for 

processing the administration around new PP practitioners, and for invoicing and finance matters) 

Rob Trounce – Marketing Consultant (responsible for website, SEO, social media and marketing 

support across the whole business) 

Zoe Carey – Sessional Training Co-ordinator (working exclusively for BTP on some training days) 

Katherine Johnson-Miller – Housekeeping support at the Palmeria Practice 

 

About the Role 

BTP is a very small outfit, and the role of Administrator / Referrals Co-ordinator for The Palmeira 

Practice is a vital and key role that maintains the smooth running of this part of the business. I am 

looking for someone who can provide a number of administrative, co-ordinating, and referral 

functions to enable the Practice to run smoothly. This is a small but exciting opportunity to join a 

small business at a period of development, and for the right candidate this is an opportunity to make 

a real impact.  

 

The role is for 20-25 hours per month, excluding breaks, to be worked flexibly across the month 

Mondays to Fridays. This is a new role in its present form. The tasks of the role will be to ensure the 

smooth running of the Practice, to include liaison with our practitioners, operating our referral 

system, and associated administration. The post holder is expected to have some availability to 

cover the emails of BTP when the BTP Business Support Administrator is on annual leave, for which 

additional paid hours will be offered. 

 

The role will involve a high level of customer care skills, strong communication skills, and strong 

administrative skills. The role is also required to cover for other team members in their absence (see 
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above), so a degree of flexibility in approach, attitude, and hopefully time is also needed. There may 

be opportunities to undertake other work within the business in the future. 

 

The generous remuneration package includes ‘benefits in kind’ in the form of free therapy CPD 

within the organisation (worth £100 each day). 

 

Key Skills and Characteristics 

The Practice Co-ordinator will… 

 

• Be trustworthy, reliable and will work within a clearly agreed confidentiality clause. 

• Be a confident administrator, with considerable office-based experience.  

• Have a ‘can-do’, proactive, problem-solving and calm approach to their work. 

• Have an eye for detail and accuracy. 

• Be a strong team player, but also capable of working on their own initiative. 

• Be confident and experienced using MS Word. 

• Have knowledge or experience of web-based tools (online calendars, for example), and be 

sufficiently ‘tech savvy’ or who can show they have the capability to develop these skills. 

Some aspects of this task can be learnt ‘on the job’, but be aware that you will expected to 

be comfortable using web-based tools/apps, etc. We currently use the Skedda online 

booking system and Team Up calendars to assist with the running of the Practice. 

• Be able to update pages on our Practice website (currently a SquareSpace website), if 

needed. 

• Have experience, knowledge and expertise using MS Excel spreadsheets, and be comfortable 

playing around with figures in a spreadsheet if necessary.  

• The role is for 20-25 hours per month, worked flexibly. This will need to be spread over 5 

days, Monday to Friday, ensuring the Practice email and phone are answered, messages 

responded to, referrals made, and associated admin attended to. On some days this might 

take 15 minutes; on other days an hour, so the ability to be flexible is essential. 

• This is predominantly a home-working position, but the post-holder will occasionally need to 

be available to work from my home, on the outskirts of Brighton, on a Thursday. This might 

be for meetings, training or supervision. Currently the BTP office hours on a Thursday are 

10am to 3pm. 

• Have own computer and internet connection, access to up-to-date versions of MS Word and 

MS Excel, and a home environment suitable for computer based work (i.e. Suitable table and 

chair, quiet environment), and be able to work from home. 

• Be willing to take responsibility for the Practice mobile phone and check and respond to 

messages. 
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• As a representative of the Business and the owner, the post-holder is expected to act 

professionally and courteously to all customers of the business, and to be helpful and 

unbiased in dealings with others whether by email, phone or in person.  

 

About the Post 

The PP Administrator / Referrals Co-ordinator Role… 

 

• Is for 20-25 hours per month, excluding breaks. There hours need to be worked flexibly 

Monday to Friday to meet the needs and demands of the Practice. This means ensuring 

messages are checked and responded to each day (Monday to Friday) which might take a 

few minutes one day and 60 minutes another day! Any alteration up or down of hours 

(either permanent or temporary) will be discussed as the need arises. 

• Is for 52 weeks per year, with an expectation that there would be a maximum of 6 non-

working weeks per year. It is also expected that the post-holder takes reasonable holiday 

breaks from work in order to pay attention to their own self-care.  

• Is remunerated at a rate of £12 per hour (FTE annual salary of £23,400). This is comparable 

with, and frequently higher, than local salaries within the voluntary and public sector where 

Administrator and Co-ordinator roles are often paid on the NJC pts 18-21 (£19, 554 -

£21,116).  

• The post is offered with the additional ‘in-kind’ benefits of free attendance at CPD 

workshops organised by BTP.  

• Is a self-employed position (you will be asked to sign a declaration saying that you are 

responsible for your own Tax/NI). Invoices will be paid monthly in arrears by bank transfer.  

• There is no holiday pay (due to this being a self-employed position). 

• When offering basic holiday cover for another team member’s holiday additional hours and 

pay will be provided as necessary.   

 

How to Apply 

Please email your CV and a covering letter (preferably no more than 2/3 sides of A4) that addresses 

your key skills and abilities relevant to this post, the role description, and the role outline provided in 

this advertisement to btp.apply@yahoo.com  

 

This is also the email to send any pre-application questions you may have about the role. 

 

Time Frames 

• The absolute deadline for applications is Monday 22nd July at 12noon.  

• Shortlisted applicants will be contacted and invited for interview.  

• Interview dates have not yet been set.  

• The post is to start ASAP. 

mailto:btp.apply@yahoo.com
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• If you have not received a response to your application by 30th September, please assume 

you are unsuccessful. While I would love to personally acknowledge each and every 

application it will unfortunately be impossible to do so! 

 

With best wishes 

Shelley Holland 

Email: btp.apply@yahoo.com 

Website: www.brightontherapypartnership.org.uk  

mailto:shelleyholland@hotmail.com
http://www.brightontherapypartnership.org.uk/

