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 Placement and Parallel Clinical Obligations Co-ordinator 
- Job Description and Person Specification

Job Title: 

Placement and Parallel Clinical Obligations Co-ordinator
Location:
This Post is based at the Sherwood Psychotherapy Training Institute, 2 Castle Quay, Nottingham, NG7 1FW. Travel to local and regional placement providers forms part of the role.
Hours:
Part-time 7.5 hours per week 
Pay:                            £28,000 - £44,000 FTE based upon experience and qualifications  

Accountability:
reporting to the Director of Training.
Liaises with:
Placement providers, Programme Leaders, key members of SPTI staff 
Key Qualifications


In order to be eligible to apply, applicants will need:

· To ideally have a minimum of 3 years post qualification clinical experience as registered/accredited UKCP/BACP psychotherapist. Alternatively 3 years’ experience at a senior level or a placement coordinator role in an allied profession such as nursing, mental health or social work .
· To ideally be a qualified supervisor as recognised by SPTI or experience of providing and receiving clinical supervisor.
· To understand issues relating to placement provision

· To have experience of placements and/ or project management experience

· Have an understanding of ethics relating to clinical practice.

· To have a valid UK driving licence and access to own transport

· Not to have been found guilty of serious professional misconduct or ethical misconduct, or be subject to any unresolved ethical complaints
Main purpose of the job:
The role of Placement Coordinator enhances the ongoing development and support of practice placements and parallel clinical obligations,   which are key components of our psychotherapy and counselling training. The main focus of the role is to develop and maintain relationships with new and existing placements, supervisors and therapists and to streamline placement provision processes. 

Main duties and responsibilities:
· Reviewing and updating existing information relating to placements and placement providers, in liaison with administrative staff.

· Developing SPTI’s relationships with placement providers, supervisors and therapists through direct contact, forums, cpd and annual events 
· Maintaining and enhancing placement approval systems, placement database and other relevant resources in consultation with the Head of Training and Programme Leaders.
· Maintaining and enhancing supervisor and therapist approval systems, registers and databases and other relevant resources in consultation with the Head of Training and Programme Leaders

· Liaising with students on placement to enhance information available to current and future students.

· Supporting students in accessing potential placements.

· Organising annual events including placement information day, student placement fair, supervisor and therapist forums 

· Enhance placement providers, supervisors and therapists opportunities for engagement with SPTI and networking through cpd

· Investigating and creating new placement opportunities for SPTI students.

· Liaising with programme leaders to increase and enhance the interface between placements and programmes and when ethical or other placement issues arise.  
· Annual reviews and collation of data to inform strategic direction, enhance future placement opportunities and inform students 
· Attend team meetings within SPTI as required
· Involvement in internal and external assessment and auditing and liaison with placements and Senior Leadership Team to address issues which arise. 
Person Specification
	CRITERIA 
	ESSENTIAL
	DESIRABLE

	Qualifications or training
	
	· To have clinical experience as registered/accredited UKCP/BACP psychotherapist or counsellor 

· To be a qualified supervisor as recognised by SPTI



	Knowledge & experience 


	· Experience of working with a range of placement providers in the psychotherapy profession or an allied  sector such as social work/nursing
· Understand legal requirement for handling sensitive data

· Experience of working effectively with a wide range of external partners.
· A commitment to equality diversity and inclusion 
· Demonstrate an understanding and commitment to professional ethics, including boundaries

	· Knowledge of BSc and MSc programmes and the clinical obligations requirements 
· Experience of working within Higher Education 

· Knowledge of relevant professional bodies requirements

· Experience of supervising students in placement
· Experience of creating placement opportunities or managing therapy services 

	Skills & Abilities
	· Excellent interpersonal skills communication skills both verbal and written

· Excellent organisational skills and experience 

· Ability to understand, develop and manage existing database systems 
· Excellent time management skills and ability to plan and prioritise workload. 

· To be creative and proactive in developing new opportunities

· Ability to recognise and value different perspectives to achieve positive outcomes 
· Presentation skills

· Report writing and documentation skills
· IT literacy: database management by data entry and word and excel skills (IT support is available)
· An ability to consult and share decision making with the senior team.

· Ability to work independently and proactively.
· Ability to manage conflict.

	

	CRITERIA 
	ESSENTIAL
	DESIRABLE

	Personal attributes
	· Ability to keep calm under pressure

· Enthusiasm for and commitment to the work of the institute

· Robustness and ability to stay calm in difficult situations 

· A willingness to contribute to the wider life of the institute
	

	Other requirements
	· A valid UK driving licence and access to own transport
· Not to have been found guilty of professional misconduct

· Not to be subject to any unresolved ethical complaints 
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