
 

 

Administrative Assistant 

Job Description 

The Association of Child Psychotherapists (ACP) is recruiting for a lively and hardworking 
Administrative Assistant to join the operations team at the heart of our organisation.   
 
We are looking for someone with proven office skills, a capacity to learn and enthusiasm in the 
workplace.  The ideal candidate will bring their own know-how but also be a fast learner as 
there’s lots to know and always plenty to do.  You must be equally comfortable using the 
computer and specialist software as well being on the phone with clinical professionals dealing 
with technical questions and members of the public wanting simple advice. 
 
We’re a small team with a big responsibility for child psychotherapists based in the UK, as a 
result we’re passionate about our work.  If you are a lively, active-minded and committed person 
who’d like to join a team dedicated to supporting child and adolescent psychotherapy we’d love 
to hear from you.   
 
About the Association of Child Psychotherapists (ACP) 
 
The Association of Child Psychotherapists is the main professional body for psychoanalytic child 
and adolescent psychotherapists in the UK. It is responsible for regulating the training and 
practice standards for its members and registering its members on a publicly accessible 
register, accredited by the Professional Standards Authority. Established in 1949, it has around 
900 members working in the UK and abroad. Most of its members work in NHS settings but 
there are now increasing numbers in private practice. 
 
Child and adolescent psychotherapists who have qualified at one of the ACP’s five 
recognised training schools are eligible for full membership of the ACP, which enables them to 
work with children in a range of settings.  
 
The ACP is largely run by its members. It has recently gone through an organisational 
restructure in which it has become a private company limited by guarantee. It has a Board of 
Directors, consisting of six elected ACP members as Executive Directors, one of whom is the 
Chair, and two child psychotherapists and three lay members as Non-Executive Directors. 
There are now five directorates: Professional Standards, Training Council, Scientific 
Development, Operations and Liaison and Media and Communications.  
 
The ACP has two main functions: one is to protect the public through its regulation of practice 
and standards and the other is to promote the profession and the work of child and adolescent 
psychotherapists. It has always run an annual conference and is beginning to develop a 
programme of events for members and the public. It publishes three termly Bulletins, sends out 
a monthly newsletter and publishes a termly International Journal.  
 
The ACP opposes any discrimination of any kind.  This includes, but is not limited to, any 
discrimination on the basis of age, race, gender, ethnic origin, religious belief or sexual 
orientation.    
 

  
 
 

Objectives of the Role 

http://childpsychotherapy.org.uk/about/our-history
http://childpsychotherapy.org.uk/about/how-to-train/training-schools


 

 

 

The Administrative Assistant will be responsible for reception duties in the ACP office, mainly 
responding to telephone and email enquiries from members of the public or registrants of the 
Association. The Administrative Assistant will assist, report to and work closely with the 
Operations Manager.  
 
The Administrative Assistant will also have a key role in supporting the ACP’s collaborative 
partner, the Association for Psychoanalytic Psychotherapy in the NHS, for whom the ACP 
provides office support. In conjunction with the operations manager, this may include working 
with the officers of that association to ensure the database is up to date, the financial payments 
system is in order and keeping their website accurate, lively and informative. It is anticipated 
that there could be opportunities for further development of skills and leadership as this 
collaborative work sets in.  
 
The Administrative Assistant will promote the public and professional affairs of the 
associations and will be required to have a basic understanding of the work of child 
psychotherapists and psychoanalytic psychotherapists as well as issues to do with working in 
the private and public sectors. The Administrative Assistant will have a responsibility to 
represent the values of the association in their relationships with the public and the members.  
 

The Administrative Assistant will also be available to support the work of committees as directed 
by the Operations Manager. This will include booking rooms and organising refreshments, as 
well as taking minutes and liaising with other people as appropriate.   
 

It is anticipated that during the CPD and registration periods of the annual cycle of work, the 
Administrative Assistant will be at the forefront of the processes by taking enquiries from 
members, updating the database and liaising with the Operations Manager and Registrar to 
ensure the smooth running of these tasks.  
  
  
Key duties will include but are not restricted to:  
  

 Dealing with public enquiries and registrants’ queries & needs by telephone, email & 
post   
 
 Providing basic office support for the Association for Psychoanalytic Psychotherapy in 
the NHS 

 
 Keeping the membership database updated, as required by allocated 
tasks,  eg clinicians’ annual CPD and registration processes.  
 
 Updating the website if required by the Director of Communications or the Operations 
Manager.  

 
 Providing administrative support for key ACP meetings, which may include minute-
taking.  

 
 Assisting in the annual/ongoing collection & audit of CPD forms  

 
 Providing support & liaison to the ACP committees & Chair  

 



 

 

 Dealing with & handling various forms of communications from internal & external 
sources   

 

 Dealing with ethics matters as required by the Operations Manager 
 

 General & miscellaneous office work as demand dictates  
  

 

It is accepted that in describing the compass of this role, the details and elements may change as 

the organisation changes and it is anticipated that the person employed will be willing to support and 

develop initiatives in cooperation with the staff team, members of the ACP and its Board.    

  
 

Person Specification  
 

 
Essential:  
  

 Good educational achievement and in particular literacy qualifications  
 
 Previous experience of working in an office  

 

 Excellent organisational skills and ability to meet agreed targets and deadlines with a 
short turnaround.  

 

 A capacity to remain calm and think under pressure and maintain & uphold the 
boundaries of confidentiality that some of the work will demand   

 
 An energetic and work motivated self-starter with efficient office skills  

 
 

 Ability to work independently and be proactive 
 

 A good team-player willing to support other members of the professional team if they are 
under pressure and need more support and also being able to ask for assistance from 
others 

 
 Good telephone manner and skills for dealing with public and registrants  

  

 High level of Word, Excel and general computer skills, including ability to learn new 
computing skills for the new databases and websites.  

 
 Very good/excellent written & oral communication skills   

 
 A capacity to receive feedback and learn at pace and under pressure  

 
  
 
Desirable:  
  

 A basic understanding &/or regard for mental health in young people and adults  



 

 

 
 Interest in child and adolescent mental health/well-being   

 
 Some understanding of the workings of the NHS and the public sector  

 

 A willingness to learn short-hand and minute-taking skills  
 

 A knowledge of Civi and Drupal software applications  
 

 An interest in handling media enquiries, writing press releases and news stories for the 
ACP website 

  
  
 
 
Terms & conditions of employment  
  
The salary offered will be £22,000. Salary will be paid monthly and in arrears 
 
A pension contribution of 2% of annual salary will be after the 6-month probationary  
period have been satisfactorily served.  
 
The role will be subject to a 6-month probationary period where employment will be subject to 
termination with 1 week’s notice on either side.  

 
The hours of employment will be 35 hours per week.   

 
The hours of work will generally be 9.30am to 5:30pm with 1 hour for lunch - although from time 
to time the person may be required to work outside these hours. Should this happen extra hours 
will be compensated for with time off in lieu. It is expected that the telephone and computer will 
be manned every day.  

 
Annual leave will be 20 days per annum plus statutory holidays.  Annual leave will rise to 
25 days in the third year of service 

 
Employment is subject to satisfactory personal & professional references and DBS check.  
  
 

 


