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A welcome from our CEO 
October 2021 

Thank you for your interest in joining the Youth Talk team.   

Growing up in today’s world is hard. From family problems to exam stress and peer pressure, 
body image anxiety to social media bullying, trying to get through life can be completely 
overwhelming. For some young people it can feel impossible to cope, and some young 
people can’t. At Youth Talk we’re determined that every young person has a safe place to talk 
in confidence, whatever’s on their mind.   
  
Due to the forthcoming departure of our operations manager, we are now looking for an 
experienced and organised manager to take responsibility for the efficient and safe day to 
day operational running of our service and office.  

The successful candidate will be experienced in leading, managing and supporting a team but 
will also be very comfortable rolling up their sleeves and helping with everyday tasks and 
routines. An ability to operate calmly in a busy customer facing environment whilst being able 
to juggle a demanding workload with regularly changing and competing priorities will be key.  

Demand on our service is continuing to grow and over the last two years we have been 
investing heavily in modernising and embedding new systems, infrastructure and processes 
into our work. As such, we are looking for someone who is a fast learner, comfortable 
working with technology and who is experienced using systems and technology to increase 
efficiencies and productive ways of working. 

Our administration and reception team are the first point of contact for young people seeking 
confidential help and support. Our Operations Manager, will need to be able to show 
compassion, resilience and be able to operate calmly and confidently when dealing with our 
clients and any other individuals or members of the public making contact with the service. 

Since joining Youth Talk in 2019 I have been immensely impressed and proud of the work I 
have seen being delivered by the charity and I am inspired on a daily basis by the many 
people I meet and work with. This hugely rewarding role provides a fabulous opportunity for 
an experienced manager to join a committed, hardworking and dedicated team.  
 
We are passionate and determined to do all we can to help the growing numbers of young 
people who need our support and I hope you will be inspired by this exciting opportunity. 
 
I look forward to hearing from you. 
 
 
 
David Barker 
Chief Executive  
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Job Description 
Responsible to: Chief Executive Officer 

Base Location: Youth Talk Offices in St Albans and some home working 

Line Management: Reception and Office Administrative Staff (3) 

Salary:   £32,500 per annum 

Hours:   35 hours (Mon – Friday) Flexibility on hours will be required 

Contact with: Reception and Office team, Chief Executive, Clinical Supervisors, 
contracted counsellors, Youth Talk clients, Fundraising team, Trustees, 
volunteers, supporters, fundraisers and external agencies. 

Job Purpose   

Responsible for leading, managing and developing the delivery of the day-to-day operations 
associated with the smooth and safe running of the Youth Talk service. This includes the 
management and support of the administrative and reception team, general office and 
facilities management and close liaison and partnership working with our clinical supervisors 
and counselling team. 

Main Tasks include: 

Team Management 

- Day to day line management and supervision of the reception and administration team. 
- Support and develop the Administration Team ensuring all staff are working to clear 

objectives and, where relevant, agreed targets and timescales for delivery. 
- Model and promote an organisational culture that is guided by and instils our 

organisational values in all that we do. 
 

Office and Reception Management 

- Co-ordinate, supervise and participate in the delivery of Youth Talk reception services to 
ensure that clients and visitors to the charity are professionally dealt with and made to 
feel welcome. 

- To co-ordinate and participate in the rota to answer telephone calls offering general 
information and dealing with client bookings and other enquiries. 

- Maintain the office premises in good repair to provide a safe and appropriate space for 
work and delivery of client services. Ensure compliance with Health & Safety regulations, 
keeping appropriate records and referring matters on to the CEO as/when necessary. 

- Managing of insurance renewals and maintain records of other regulatory requirements. 
- Manage the procurement of office supplies and equipment within set budgets. 
- Liaison with external computer support services provider in respect of all IT equipment 

and systems. 
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- Support the CEO with data protection policies, processes and day to day management 
and security of data.  

- Carry out DBS safeguarding checks on staff, counsellors and/or any relevant contractors. 

Clinical Co-ordination 

- Work closely with the Clinical Supervisors and CEO to support the smooth and safe 
running of the counselling service. 

- Act as point of contact for safeguarding issues which may arise, taking details and 
referring to the designated safeguarding lead. Be familiar with and adhere to the 
safeguarding procedures as outlined in the Youth Talk Safeguarding policy and other 
related policies and procedures. 

- Oversee the Youth Talk waiting list ensuring that young people making contact with the 
service are dealt with swiftly and professionally. Ensure the list is effectively maintained 
and operated accurately and efficiently. 

- Lead on the day to day use and effective implementation of the clinical management and 
database system (Iaptus). 

- Oversee and support the work of the team in respect of data input and preparation of 
reports and metrics for internal service management and external bodies. 

Finance Administration 

- Liaise with external payroll provider and prepare and submit monthly staff payroll data to 
ensure accurate and timely payment of staff salaries. 

- Day to day financial management, updating and development of our accounting software 
(Xero) including processing of invoices and payments. 

- Working with our Corporate and Community Fundraiser prepare the annual gift aid claim. 
- Liaison with bank, pension provider and other service providers and suppliers.  
- Financial administration to support fundraising including collection of donations and 

income and expenditure accounts. 
- Support the Corporate and Community Fundraiser in the management and analysis of 

financial/fundraising platforms. 
- Support CEO in the preparation and management of Youth Talk budgets. 
- Maintain good budgetary awareness and control raising any issues with CEO. 
- Prepare and issue required pension documentation for staff NEST pension scheme. 

Other 

- Manage and support the induction for any new staff members. 
- Maintenance of holiday and sickness and absence records. 
- As required, support the CEO and the Community & Corporate Fundraiser with 

fundraising activities. 
- Minuting of Board meetings and supporting Youth Talk’s Board of Trustees on individual 

projects. 
- Deputise for the CEO in their absence and acting as a representative for Youth Talk as 

and when required.  
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Person Specification 
REQUIREMENT ESSENTIAL DESIRABLE 

Qualifications 
and Training 

Good general level of education to 
GSCE or equivalent, including 
Mathematics and English (A-C). 
 
Willing to undertake necessary 
training when required 
 
 

Understanding of mental health 
issues affecting young people. 

Experience Experience of managing people 
organising, leading and motivating 
the team 
 
Experience of working in an office 
environment ideally in a customer 
facing role. 
 
Experience of working within 
confidential boundaries. 
 
Experience of Microsoft Office 
packages to include Word and 
Excel.  
 
Experience of accounts 
administration including managing 
pay related matters and invoices 
and maintaining accurate financial 
records 
 
 

Experience of working in an 
environment dealing with young 
people/clients/customers. 
 
Knowledge of data protection 

Skills and 
Abilities 

Good team working skills and the 
confidence to lead and motivate a 
team. 
 
Understanding of safeguarding 
policies and procedures. 
 
Resilient and able to work under 
own initiative. 
 
Excellent interpersonal and 
communication skills (both verbal 
and written). 
 
Well developed organisational, 
decision making, problem solving, 
time management and prioritisation 
skills. 

Evidence of developing systems 
and processes (including IT) to 
improve administrative and 
financial systems. 
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Ability to prioritise and work to tight 
deadlines whilst retaining 
professional composure. 
 
Knowledge and understanding of 
the confines of confidential working 
 
Strong technology skills including 
Microsoft Office software and 
database systems 

Personal 
Qualities 

Have a flexible and adaptable 
approach to work.  
 
Empathy and ability to embrace the 
ethos and principles which form the 
basis of Youth Talk 
 
Warm, approachable and a calm 
manner with the ability to relate to 
a wide range of people  
 
Able to work occasional evenings to 
cover for other staff or attend 
meetings. 
 
Excellent organisational skills.  
 
Ability to work on own initiative and 
as part of a team. 
 
Sense of humour.  
 
Committed to safeguarding and 
promoting the welfare of children 
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Our Structure 

 
 
What we offer  
We're committed to ensuring a positive, invigorating and fun working culture for all of our 
employees. We offer a range of benefits:  
  
Salary:   A competitive salary for a charity of our size outside of London  

  
Pension:  Youth Talks makes employer pension contributions for your benefit 

to the extent required by law.  This is currently done by enrolling you 
in NEST unless you opt out. Youth Talk will make a contribution of 
5% of basic annual salary and the employee will make a contribution 
of 3% of basic annual salary.  
  

Hours of work   The standard (full time) working week at Youth Talk is 35 
hours. Start and finish times can be agreed between the employee 
and their manager but we will require some flexibility. We are 
advocates of flexible working arrangements where it suits the charity 
and the employee. Further information is contained within our 
flexible working policy.  
  

Holiday entitlement:   The basic holiday entitlement is 25 days leave per year, increasing by 
one day for each year’s service up to a maximum of 5 days, giving a 
total of 30 days in addition to the 8 bank holiday days. The holiday 
year runs from April to March each year. Holiday and bank holiday 
entitlement is pro rata for part-time employees.  
  

Employment Assistance 
Programme  

The Employment Assistance Programme is a free, confidential 
service that offers expert advice, information and counselling for all 
employees on a wide range of issues e.g. legal and financial. The 
service is available 24 hours a day, 7 days a week, 365 days a year 
both over the telephone and online.  
  

David Barker
Chief Executive

Operations 
Manager

Admin Team
x 3

Snr Corporate & 
Community 
Fundraiser

Community 
Fundraiser 

(6 month contract)

Clinical 
Supervisor

Clinical 
Supervisor

Counselling Team
x 11
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Sickness benefit  During periods of sickness absence, eligible employees will receive 
an enhanced entitlement to sick pay which is offset against an 
employee’s entitlement to Statutory Sick Pay (SSP). Employees must 
have at least one year’s continuous service with Youth Talk to be 
eligible for the enhanced entitlement. Employees with less than one 
year of service will be eligible for statutory sick pay.  
  

Workplace Values:  The postholder will be expected to work within and reflect our 
organisational values which are:  

• We are open and accepting  
• We always give our best  
• We are stronger together  
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About Youth Talk 
OUR VISION 

Every young person can talk to someone who can help with whatever’s worrying them 

OUR MISSION 

To provide the best possible mental health support to young people in St Albans and 
surrounding areas. 

OUR VALUES 

We are open and accepting 

We do not judge. Whatever a young person is going through we take time to listen, 
understand and respond in confidence. 

We always give our best 

From the expertise and care of our qualified counsellors, the professionalism of our staff, the 
energy, passion and creativity of our fundraisers to the ambition of our strategy - we always 
give our absolute best in everything we do. 

We are stronger together 

We can’t deliver our mission alone. By working with others we can achieve more and make a 
lasting difference to the lives of young people. 

WHAT WE DO  

Youth Talk is here to make sure young people in the St Albans 
District get the support they need. By providing confidential 
counselling services and working with partners, we make sure 
everyone from 13-25 in the area gets the best possible mental 
health support. 

It can be hard enough for young people when things are normal, 
but so often they don’t feel that way. From family problems to 
exam stress and peer pressure, body image anxiety to social media 
bullying, trying to get through modern challenges can be 
completely overwhelming. It can feel impossible to cope, and some 
young people can’t.  

We get that. That’s why Youth Talk is determined to ensure every young person has a safe 
place to talk in confidence, whatever’s on their mind.  

For 24 years, Youth Talk has offered free, expert help to young people across St Albans City 
and District. Young people don’t need anyone’s permission to talk to us, and every 
conversation is kept completely confidential. Because there are no referrals or layers of 
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assessments to get through, we can start supporting young people quickly to stop things 
getting worse.  

We know everyone and every worry is different. That’s why we take the time to find out 
more about what’s happening, so together, we can make sure we’re helping in the best way 
possible.  

WHAT YOUNG PEOPLE SAY 
   
“If I had not come to Youth Talk I would have kept going downhill. I wouldn’t have been able to 
cope with any of the events in my life and I NEVER would have gotten/felt better on my own.”  
  
“Going to Youth Talk was eye-opening and relieving because all the sorrows can be lifted when 
someone listens. There is an importance in comfort and understanding that I couldn’t find at home 
or at school or anywhere.  I’m happy I took this step in my life and made this change for myself and 

recommend Youth Talk to anyone in the same 
situation. If I had not come to Youth Talk I would have 
become worse, possibly to the point of another suicide 
attempt.”   
  
“Last year I was perilously close to dying by suicide. I 
now feel much freer from these thoughts.  I don’t think I 
would have ever moved past these thoughts without 
Youth Talk. I wonder if I would still be alive.”  
  

“If I hadn’t come to Youth Talk I think I would have fallen apart. I was very close to self-harming 
and bulimia and coming here has really helped me to overcome my overwhelming depression and 
made life feel much more manageable. If I hadn’t come I think everything would have overwhelmed 
me.”  
  
“Youth Talk has given me the chance to heal and go on to create a new life. To confront the causes 
of my mental health problems and given me the vital support and empathy necessary for me to 
come to terms with my history of my life.  Given me the freedom to move on with my life without 
pain.  I am 22. There is no way I could have afforded to pay for such superb treatment.  It is saving 
my life.”  
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Joining the team 
 
To submit an application to be considered for this role, please send us the following:  

• A detailed and up-to-date CV (no more than 2 pages).  
 

• A covering note outlining why you wish to join the team. Please tell us about the 
contribution you feel you could make as our operations manager and any relevant 
experience and/or training you may bring.  
 

• Details of your availability for a potential interview.  

Completed applications should be submitted via one of the following options:  

Email: david.barker@youthtalk.org.uk (preferred).  

Or via the recruitment website: www.charityjob.co.uk   

Or by post: Youth Talk, 2 Lower Dagnall Street, St Albans, Herts. AL3 4PA 

The closing date for applications is midnight on Sunday 21st November 2021. 

Interviews will be conducted in St Albans on either 26th or 30th November 2021.  

If you have any queries about any aspect of the appointment process, need additional 
information or simply wish to have an informal and confidential discussion, then please 
contact David Barker (CEO) on david.barker@youthtalk.org.uk or call on 07973 102443.  

Equal opportunities  

Youth Talk is fully committed to eliminating discrimination and promoting equality and 
diversity in our workforce and employment practices, in the work we undertake, and in the 
provision of all our services. We therefore expect all of Youth Talk staff and Trustees to be 
willing and able to make a positive contribution to promoting and implementing our Equality 
and Diversity policy. 

Further information 

Further information about our work see: www.youthtalk.org.uk  

For our privacy policy see: www.youthtalk.org.uk/privacy/  

 


