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Remote-based Administrator to Team of Harley Street Therapists and Psychiatrists
START DATE: Immediate. 
LOCATION: The job is remote based, the applicant can be situated anywhere. Computer, phone line & mobile telephone necessary. 
HOURS: Administrative work during the following times:
Saturday 9am - 5pm 
Sunday 12pm - 5pm 
Plus ad-hoc weekday cover: 8am – 2pm / 2pm – 8pm 
Hourly rate of pay of £8 per hour plus commission. 
SUMMARY: We are looking for an enthusiastic, motivated, dedicated and hard-working person who can support a team of therapists and psychiatrists on a remote basis. You must have excellent secretarial, organisational and communication skills. You will be working for a group of independent counselling psychologists (therapists) and a consultant psychiatrist, and providing them with comprehensive support.
Previous secretarial/administrative experience in psychiatry, counselling, mental health or other NHS setting is desirable. You must also have strong diary management skills, excellent I.T. skills and be able to work with an online computerised appointment system. There will be many telephone and email enquiries from patients enquiring about counselling, psychiatry and medico-legal services or passing messages to psychiatrists/therapists. The telephone line needs to be attended to with a calm, professional manner and emails dealt with promptly.
The work can be challenging, with many different tasks. Only those with relevant experience, strong motivation and excellent attention to detail should contact us. 
ABOUT US: Harley Therapy is a reputable group of private, independent psychotherapists and counsellors, founded in 2006. We are a highly skilled and personable team of therapists, who are dedicated to our clients, and take pride in working to improve their emotional wellbeing. We are passionate about our work. If you meet the stated criteria, and have drive and the ability to thrive under pressure, then we’d like to hear from you.
REGULAR ADMINISTRATIVE DUTIES 
· To liaise and work in conjunction with us on relevant administrative tasks, especially during training. 

· To respond to patients’ emails and phone calls promptly and professionally. Patients, solicitors and firms will call a designated number, or email, to make enquiries about the therapists’ services, book/change/cancel appointments, convey messages to therapists, or to ask for directions if lost. 

· To take new enquiries, enter and reschedule appointments on the system and to send a confirmation email. (There will be commission paid for each new patient booked and attended.)

· To send text reminders to new clients the day before appointment. 
· To be familiar with the online appointment booking system to change/cancel appointments as patients email or telephone with their requests. 

· To take calls from psychiatrists and therapists if they need to send a patient a message e.g. that they will be late or can’t attend because of illness. 

· To work to a ‘Hand-book’ and to keep this updated.

· To prepare patient invoices and receipts (based on templates) to email or post on behalf of therapists.  
· To invoice health providers and process insurance claims, including chasing up provider payments.

· To maintain a debts list of monies owed to psychiatrists/therapists and to chase up late payments by email and telephone.

· To manage & update the waiting list.

· To liaise with te Director if any queries/problems. 

· To liaise with the Consultant Psychiatrist’s medico-legal secretary.
· ESSENTIAL REQUIREMENTS

· A strong interest in mental health and helping others.
· Previously worked within a counselling agency, for a consultant psychiatrist or the NHS. 

· To treat all patient information confidentially.
· Excellent communication skills and sympathetic telephone manner (some of the callers will be in distress).
· Ability to give excellent customer service.
· Computer Literate (Word, Excel and internet).

· Superb attention to detail. 
· Highly motivated and self-disciplined.
· Flexibility, adaptability, dedication and good work ethic.

DESIRABLE REQUIREMENTS 

· Familiarity with health insurance processing. 
· Experience of working from home with an office already set up.
· Would like the applicant to stay for the long term and be part of the practice’s growth.

BENEFITS

· Applicant can work from home, anywhere in the UK, which may suit someone who wants to avoid long commutes.  

· Commission based scheme where hard work is rewarded. 
· Opportunity to be part of a reputable organisation whose therapists offer an excellent service to patients. 

· Help make a difference to patients – you will be the first point of contact for new callers and they will appreciate your assistance. 

For more of an insight into the work at Harley Therapy, please visit: http://www.harleytherapy.co.uk
To apply, please send your CV along with a completed application form (available at: http://www.harleytherapy.co.uk/jobvacancycounsellors.htm) to jobs@harleytherapy.co.uk.

We regret that only successful candidates will be contacted. Previous candidates need not apply.
Harley Therapy 
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HarleyTherapy.co.uk
Harley Therapy – Application Form for Administrative Position

All information contained within this document is given in strictest confidence and forms the basis of any agreement entered into between the Therapist named and Harley Therapy. 

General

	Name
	

	Address

Postcode
	

	Home tel no
	

	Mobile tel no
	

	Email address

	

	Date of Birth
	

	Nationality
	

	Marital Status
	


The following are a list of our requirements. Please answer ‘Yes’ if you meet the criteria. If you answer, ‘No’, then please explain. 

	
	Yes/No
	Please show an example of this.....

	Are you able to work well under pressure?
	
	

	Are you able to self-motivate and self-manage?
	
	

	Are you able to prioritise tasks?
	
	

	Are you able to ask for help if unsure?
	
	

	Are you able to follow procedures in a manual?
	
	

	Are you able to take initiative when needed?
	
	

	Are you able to withstand client complaints?
	
	

	Are you able provide ad hoc cover if required?
	
	


	What is your available start date?
	

	What appeals to you about this role?
	

	What do you think makes you suitable for this role?
	

	What is the reason for leaving your most recent job?
	

	What do you like about your most recent job?
	

	What do you dislike about your most recent job?
	

	Do you prefer to work alone or in a group? Why?
	

	What are your expectations for your future?
	

	Do you have any prior convictions?
	

	Do you have any reservations about this role?
	


Please answer the following questions:
 References. If not contained in CV, please supply the name of two references whom we can contact (generally we email to ask for a reference):

	Name:

Address:

Tel:

Email:
	

	Name 

Address:

Tel:

Email:
	


I confirm that the above details are accurate and true.
	Signed*
	

	Date
	


*(no need to sign if sending by email)
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