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Job Profile WELLBEING SERVICE ADMIN COORDINATOR  

Reporting to THERAPEUTIC & WELLBEING SERVICES BUSINESS SUPPORT MANAGER 

Service Area CYPS 

Location  BRIGHTON & HOVE  

Job Purpose 
The post holder will be required to be proactive in providing a range of practical and 

administrative support services to ensure that the Children & Young People’s Wellbeing 

Service is able to operate effectively.  A key aspect of the role is to ensure the smooth day to 

day running of administrative requirements for this service area.  

 

The post holder will be expected to support and assist in the delivery of exceptionally high 

quality services to service users (children and parents) alongside the CYP Wellbeing Service 

team. This includes managing phone calls and enquiries from service users, managing clinical 

diaries and formulating reports on the impact of changes to administrative functions over 

time.  

 

The Administration Coordinator will support all aspects of the administration of service 

delivery and will be flexible in providing support to adapt to the requirements of the service. 

Responsibilities 
1. To act as main contact for information and general enquiries  

2. To support clients in the building when appropriate 
3. To receive and effectively deal with telephone calls from service users, parents and carers 

and professionals regarding the service  
4. To manage clinical diaries, contact service users and book them in to available 

appointment slots for treatment 

5. To send correspondence regarding appointments, onward referrals and any other 
information relevant to the care of service users 

6. To take messages and pass them on as appropriate 
7. Produce and ensure there are up to date publicity materials for the events held at the 

Centre and at other satellite childcare locations. Ensure these adhere to correct branding 

guidelines and working with the Communications Team to ensure accuracy. 
8. To ensure room bookings are kept up to date, dealing with cancellations rearrangement of 

bookings and that relevant rooms are clean, tidy and set up with the necessary equipment 
required and removed after sessions. 

9. To monitor lone working issues, flag these up to managers and provide cover where 

possible.  
10.To monitor improvements in admin processes and collate these in to reports for the 

management team 
11.To maintain stationery supplies, acting as point of contact for placing staff orders and 

liaising with Head Office 

12.To ensure the office environment is kept tidy with up-to-date information displayed on 
notice boards at all buildings, plus the external notice boards 

13.Ensure the secure storage of confidential information in accordance with GDPR 
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14.Maintain room risk assessments for the rooms used by YMCA DownsLink Group 

15.Act as a Fire Marshall and help coordinate annual fire drills and complete fire risk 
assessments, liaising with the Health & Safety Officer of the building where required 

16.Monitoring hazards around the building, ensuring that staff and centre users are aware of 
any hazards. Ensuring any hazards identified are reported and followed through to ensure 
they are resolved 

17.Checking contents of first aid boxes ensuring they are kept fully stocked and maintaining 
stock levels 

18.Ensure accident / incident reports are raised and filed correctly and in all instances a copy 
is sent to the Health & Safety Manager 

19.Along with other staff, be responsible for the safety and security of the building. 

20.Complete any administrative task as requested by managers to provide accurate and 
timely delivered work, and adhering to deadlines 

21.Meeting with managers to review office performance 
22.To support the YMCA’s Aims and Purpose 
23.Be involved in appropriate staff development and training and attend regular team 

meetings and other staff meetings as required 
24.Some lone working/evening cover may be required 

25.To carry out any other tasks that may from time to time be requested and that are in 
accordance with the post holder’s capabilities 

26.To work from various YMCA DLG sites as and when required 

Key Competencies 

Communication Skills 

Formal verbal and written skills, producing guidance documents, promotional materials, 
policies and information 

Team working and Co-operation 

Working with others to achieve team goals and objectives, co-operative and flexible, 
enthusiastic and responsive to new challenges 

Planning and Organising Activities 

Organisation and prioritisation of yours and the different teams’ tasks and activities, and any 
requirements in relation to organisational objectives and long and short term planning 

Analytical Thinking and Problem Solving 

Need to follow standard procedures or to develop new systems and bring fresh ideas, 

including analysing and gathering information and applying methods of investigation, 
collecting data from different sources etc. 

Interpersonal and Relationship Building 

Develop and maintain effective working relationships both internally and externally, use of 
discretion, provision of support and guidance where appropriate 

Customer Focus 

Seeking feedback from customers and service users, being responsive, friendly and 

approachable, making changes and improving services to meet customer needs 

Integrity and Ethical Behaviour 

Understand the Christian aims and purposes of the YMCA, the values of the organisation 

including our commitment to equality and diversity, and nature of its activities and 
programmes and commitment to improving the lives of young people, children and families 
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Person Specification 

Experience 

 Experience in administration to ensure a smooth delivery of all administrative tasks 

excellent attention to detail and accuracy 
 Experience of working in an administrative role for a children and young people’s service 

Skills & Abilities 

 Excellent organisational skills, able to work accurately with astute attention to detail 
 Excellent interpersonal and communication skills, liaising with outside agencies, managers 

and other staff 
 Able to undertake short term planning e.g. managing priorities, own workload and 

ensuring deadlines are met 
 Excellent literacy skills to undertake a variety of tasks, e.g. producing correspondence and 

communicating with a variety of Centre Users 
 Excellent IT skills, e.g., marketing material, inputting/updating information in to a clinical 

system and production of reports 

 Able to deal sensitively and tactfully with delicate issues, maintaining a professional 
manner at all times 

 Able to deal with more complex queries and knowing when to refer to managers 
 Able to work constructively as part of a team having a clear understanding of roles and 

responsibilities and own position within these 

 Able to cope well when under pressure from competing priorities, unpredictable requests 
and interruptions 

 Have a track record of reliability and flexibility 
 Proactive, creative and resourceful.  Able to respond well to a challenge and always willing 

to help 

 Able to maintain confidentiality 

Knowledge 

 Significant administrative/secretarial experience 
 Experienced MS Office user: Word, Excel, Publisher and Outlook 

 Experience and competence in use of administrative databases 
 To be able to demonstrate a commitment to the principles of equalities and to be able to 

carry out duties in accordance with YMCA DownsLink Equalities Policy 
 
 

Employee Declaration 
I confirm that I have read, understood and agree to the expectations of the role as outlined in 

this job profile 

Name:     Signed:  Date:     

 


