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Invitation to Tender 

PFYoungPeople Project Manager 

Objectives 

In collaboration with the Director and Business Manager, to set up, manage, and support the 

efficient and effective delivery of the PFYoungPeople counselling service, as outlined in the 

original funding Proposal. 

 

To ensure a consistently high standard of Saturday service for young people, which reflects 

and integrates with that currently provided by the PF Counselling Service. 

Key Activities 

1. Implement the PFYoungPeople proposal to deliver the envisaged service. 

2. Working with the Director and Business Manager, contribute to the recruitment and 

management of a suitably qualified, experienced and responsible part-time Reception 

Administrator. 

3. Working with the Director, contribute to the recruitment and co-ordination of sessional 

counsellors from amongst the PF volunteers. 

4. Communicate, promote and raise awareness of the service, as required to ensure 

sufficient (but not too great) a flow of new client registrations. 

5. Implement a procedure for clinical outcomes measurement of the counselling, 

identifying an appropriate tool and providing training as required. 

6. Ensure appropriate professional supervision for all counselling is in place. 

7. Provide additional ad-hoc support and mentoring to the service counsellors. 

8. Provide or commission suitable training opportunities appropriate to the project. 

9. Keep appropriate financial and management accounts, working with the Business 

Manager, in order to report accurately and timeously to the Director and Board. 

10. Carry out an evaluation of the project at end of the first year, and prepare a report for 

consideration by the Director and Board. 

General Terms of Reference 

The post will be contracted by time and task on a self-employed basis.  The Project Manager 

would not be a payroll member of staff employed by the PF Counselling Service and will be 

responsible for invoicing the PF for agreed fees.  However, in carrying out the role, the Project 

Manager must promote the aims and values of the PF and operate within its policy guidelines, 

including confidentiality and data protection.  

  



 

Jan17 

 

 

 

 

 
Person Specification     

Essential Desirable 

Education/Professional Qualifications 

An excellent general level of education 

(including good numerical and literary skills). 

Postgraduate Diploma (or equivalent) in 

Counselling/Psychotherapy. 

Professional Counselling Accreditation. 

Recognised qualification(s) in working 

therapeutically with young people. 

 

Work Experience 

Project management, from inception to 

delivery. 

Counselling young people. 

Managing people and providing ‘customer 

service’, including face-to-face and on the 

telephone. 

Working independently and on a self-employed 

basis. 

Financial record keeping and accounts, 

including for subcontractors. 

Providing time-limited therapy. 

Designing and delivering CPD training. 

Working with clinical outcomes measures, 

including CORE-OM. 

Working in the voluntary sector. 

Management or administration of 

counselling services. 

Recruitment, marketing and 

communications. 

Knowledge and Skills 

In-depth knowledge and understanding of 

counselling young people. 

Excellent interpersonal, organisational, training 

and managerial skills. 

Good written and verbal communication skills. 

Knowledge and understanding of clinical 

outcomes measurement. 

Ability to work independently and as part of a 

team. 

Good IT skills, including knowledge and 

experience of Microsoft Office suite of 

packages, primarily Word, Excel, and Outlook. 

Attention to detail and accuracy in recording 

and communicating information. 

Knowledge and understanding of young 

people’s counselling service organisations. 

Knowledge and understanding of CORE-OM. 

Awareness of local Agencies for 

communications and referring on. 

Ability to work to the COSCA Statement of 

Ethics & Code of Practice. 

General 

Reliability, punctuality and professional 

integrity. 

Flexibility in hours worked and attitude to 

activities undertaken, inc. ability to work 

occasional Saturdays. 

Ability to maintain high levels of confidentiality, 

sensitivity and discretion. 

Good standard of professional presentation. 

Experience working with sensitive and 

confidential information / issues. 

Commitment to professional and personal 

development. 
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Invitation to Tender 

 

If you are suitably qualified, experienced and enthusiastic to set up and 

manage this exciting new project, we’d love to hear from you! 
 

You are invited to submit your proposals for the implementation and delivery of the service 

extension described in the outline paper “PFYoungPeople”. 

 

Proposals should be in the form of a document printable onto A4 paper, but may be 

supplemented by any other documentation or materials you feel are appropriate. 

 

 

Proposals should include: 

 

1. An outline statement of how you would approach setting up and running 

PFYoungPeople as a distinct but identifiable part of the PF Counselling Service. 

2. Evidence that you meet the Person Specification. 

3. Outline estimated figures for how you might use the proposed budget, including your 

own time commitments and associated fees. 

4. Statements of any assumptions you have made. 

 

 

Proposals should be delivered to the PF Counselling Service by 28 February 2017. 

 

They can be sent to: 

 

Alison Hampton, Director, PF Counselling Service, 8 Balcarres Street, Edinburgh EH10 5JB 

 

or 

 

alison@pfcounselling.org.uk 

 

 

 


