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LONDON

Completed application forms should be submitted to the Corporate Recruitment Unit by
12noon on the closing date of Monday 20™ September 2010.

You should note that for efficiency reasons, we are unable to acknowledge individual
applications. If you do not hear from me within four weeks of the closing date, I regret that
on this occasion your application has not been successful.

Contact details are

Corporate Recruitment Unit, Corporate HR Unit, Town Clerk’s Department, City of London
Corporation, PO Box 270 Guildhall, London EC2P 2EJ

T 02073323978
E cru@cityoflondon.gov.uk

Candidates should note that any offer of employment made by the City of London will be
subject to providing the documentation below and satisfying the following checks as outlined
in the City Corporation’s Pre-Employment Screening policy:

= Proof of identification

= Proof of right to work in the UK

= Proof of address (utility bill or confirmation from electoral register)

= Five year’s employment history

= Two satisfactory references (if the successful candidate is not currently working with
children or vulnerable adults but has done so in the past, an additional reference from
the relevant employer will also be sought).

= Medical assessment, which may include a medical examination by a Doctor
nominated by the City of London

You are always advised not to resign from your present employment until any offer of
employment has been confirmed.



Job Description A YA
Job Title Counsellor
Department STUDENT AFFAIRS
Grade n/a
Location Guildhall School of Music & Drama
Responsible to Health & Welfare Manager

Purpose of Post

To offer responsive, specialist counselling and referral service to all students experiencing a
wide range and degree of emotional and psychological difficulty thereby aiding student
retention, widening participation, academic achievement and progression.

To provide front - line assessment, and referrals for students with acute and serious mental
and emotional health difficulties; including students at credible risk of suicide and harm to
self and others, thus supporting widening participation and ensuring the school fulfils its duty
of care and related legal obligations.

To offer professional consultancy to staff of the School in their pastoral role with students,
and provide a clinical opinion regarding the ways in which individual students’ difficulties
might impact on their academic participation and performance.

Main Duties & Responsibilities

1.  To provide a responsive, confidential counselling service to students with a range of
difficulties, including: depression; anxiety; stress, study blocs; exam panic; suicidal
ideation; self-harm; transition issues; eating disorders; relationship problems;
addictions; identity conflicts; harm to others; bereavement; and other issues, drawing
on a range of specialist counselling skills and techniques.

2. To undertake a thorough clinical assessment of each client presenting to the service,
using appropriate therapeutic interventions, offering counselling and/or making suitable
and timely referrals according to individual need.

3. To manage an ongoing caseload of clients using a range of contracts including; brief-
focused counselling, longer-term, intermittent, and crisis support and to take part in
regular clinical meetings with other internal counsellors.

4. To respond to emergencies and consultation requests from other members of the
service, and the wider institution regarding students who are experiencing mental health
crisis and who may need immediate referral/intervention.

5. To understand and implement the Counselling Services Code of confidentiality and
make appropriate and timely decisions about whether to breach this code in cases




10.

11.

12.

13.

14.

15.

16.

17.

where the individual might be at risk of serious harm to self or others, where there
might be criminal implications, or where the Department and School may become
legally liable.

To maintain appropriate clinical and service administration records and to submit
reports, data and other literature necessary for the monitoring and promotion of the
service within the Student Affairs department and the School as a whole.

To undertake regular supervision in line with the British Association for counselling
and therapy (BACP) professional and ethical requirements to select, interview and
supervise trainee counsellors as and when appropriate.

To provide a professional consultancy to staff of the School, in their pastoral role with
students and provide a clinical opinion regarding the ways in which individual students’
difficulties may be impacting on their academic participation and performance.

To devise, administrate and facilitate focussed group sessions around specific issues
concerning students, e.g. exam anxiety; study blocks; transitional issues; stress
management; and assertiveness.

To contribute to the writing and production of a range of publications and guidance for
students and staff in particular material for the Counselling Service student & staff
website.

To play an active role in the promotion of the Counselling Service to students and staff
improving access and understanding by providing talks to students and staff and
representing the Counselling Service in School events such as open days, international
students orientation etc.

To contribute to and participate within the Departments Team meetings, working parties
and other cross School initiatives as may be required.

To ensure appropriate networking with peers is fully facilitated.

To maintain professional standing through CPD.

Actively seek to implement the City of London’s Occupational Health and Safety
Policy in relation to the duties of the post, and at all times give due regard to the health

and safety of both themselves and others when carrying out their duties.

Actively seek to implement the City of London’s Equal Opportunity Policy and the
objective to promote equality of opportunity in relation to the duties of the post.

To undertake any other duties that may reasonably be requested appropriate to the
grade.



Person Specification

Job Title COUNSELLOR
Department STUDENT AFFAIRS
Grade & Level n/a Level: n/a

Trent Position Number

Please find below the key skills, experience and core behaviours required to undertake this
post.

Technical Skills / Professional Qualifications / Relevant Education & Training

o Substantial Counselling/Psychotherapy qualifications, to at least degree level (or
equivalent) from a course which has been accredited by a recognised professional body,
BACEP, for example.

e Substantial experience working with students in the Higher Education setting.

o Accredited Member of BACP and excellent knowledge of BACP Code of Ethics.

e The ability to carry out clinical assessments, including risk assessments of students
requesting counselling.

e Ability to monitor own competency and limitations and the ability to seek appropriate
advice at an early stage and liaison where appropriate with GP’s, psychiatrists,
community health teams and specialist therapeutic services involved in student care.

Experience Required

e Knowledge and awareness of the issues relevant to working within the educational and
learning context.

e Experience of managing own casework.

e Experience of offering, where possible, crisis intervention at short notice.

e Proven experience of working with policies, monitoring and recording data. Ability to
work to a system of processes and procedures, recording and providing information
accurately and promptly and with due regard to BACP codes of ethics and City of
London policy and procedures.

e Prior experience in contributing to the writing and production of a range of publications
and guidance for students and staff.




Other Relevant Information eg. working hours or desirables (only if applicable)

21 hours per week — term time only, to include offering evening appointments.
An enhanced CRB disclosure will be required.

Desirable are:

e Experience of working with young people in the HE setting, presenting with a range of
psychological issues.

e Experience of participation in student induction programmes.

o Staff development and training initiatives aimed to enhance the quality, understanding
and effectiveness in the teaching learning relationships.

e Experience of taking part in regular clinical and administrative meetings with other
internal counsellors.

e Experience devising and facilitating focussed group sessions around specific issues
concerning students, e.g. exam anxiety; study blocks; transitional issues; stress
management, etc.

Recruitment — Note to Applicants

These key skills will be used in the decision making process for recruitment. Please give
examples of how you have exhibited these skills in your previous role(s). It is essential you
address each of these on the application form on the section for supporting information.

Be as specific as possible, we cannot guess or make assumptions, but will assess your
application solely on the information provided. Try to provide evidence, by examples,
where possible, of skills, knowledge and experience contained in this person specification.




Summary of Terms and Conditions of  &5.<23
Employment

CITY
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This summary is given as a guide and is not intended to form part of an individual’s contract
of employment.

Salary

The salary for this job is £39,270 pro rata. This figure will be reviewed annually from 1 July
in line with the pay award for other salaried staff within the City of London Corporation.

Contract
The job is offered on a permanent basis

Hours of Work

Normal office hours are 21 hours per week, excluding lunch breaks, Monday to Friday
inclusive but the postholder shall be expected to work the hours necessary to carry out the
duties of the position.

Frequency and Method of Payment

This is a monthly paid appointment and salaries are credited to a Bank or Building Society
Account on the 11th of each month.

Annual Leave

The annual holiday entitlement plus Bank and Public Holidays is included as a payment in a
monthly salary.

Sickness Absence and Pay

The City of London Corporation has a comprehensive Occupational Sick Pay scheme, details
of which can be found in the Employee Handbook which will be given to you upon
commencement.

Pension

You will automatically be admitted to the City of London Corporation’s Pension Scheme if
you have a contract of employment for more than 3 months. Employees contribute between
5.5 and 7.5% of their pensionable pay to the scheme, depending on salary. If you do not wish
to join the Scheme you must make a formal declaration stating you wish to opt out. You may
contact the Pensions Office directly should you have any queries relating to the Local



Government Pension scheme and your entitlements under this scheme. Normal retirement
age is 65 years.

Continuous Service

If you join the City of London Corporation without a break in service (subject to certain
exceptions) from another body covered by the Redundancy Payments (Local Government)
(Modification) Order 1999, your service with that institution will count for the purpose of
continuous service. The amount of continuous service which you have will affect your
entitlement to certain contractual benefits; for example, annual leave, sick leave and
maternity leave. A full explanation of Continuous Service is contained within the Employee
Handbook.

Probationary Period

You will be employed initially on a six month probationary period. Should either party wish
to terminate the employment during this period, then one week’s notice will be required on
either side, except for summary termination for gross misconduct.

Notice Period

One full term by either party after satisfactory completion of probationary period.



The Guildhall School of Music and Drama

The modern Guildhall School is distinctive in being the only major European conservatoire
which is both a music school and a drama school, and one which is pre-eminent in technical
theatre, professional development and music therapy. A thriving Junior Guildhall, the recent
addition of the Centre for Young Musicians and a range of annual summer schools further
complement the outstanding opportunities available. Long recognised as a centre of
excellence, the School has been twice-honoured by consecutive Queen's Anniversary Prizes;
in 2005 for its unrivalled development and outreach programme, Guildhall Connect, and in
2007 in recognition of the achievements and work of the School's Opera Programme over the
last two decades.

Since its founding in 1880, the Guildhall School has stood as a vibrant showcase of the City
of London Corporation's commitment to education and the arts. Situated in the heart of the
City, the School moved to its present premises in the Barbican in 1977 solidifying a unique
link with both Europe's largest arts and conference centre, including the Barbican Hall and
the Pit Theatre, and the world-class London Symphony Orchestra. This connection is now
formally recognised with the establishment of the LINK Alliance, a partnership between the
School, the Barbican Centre and the LSO to create the world's leading centre for
performance, training and education in the performing and visual arts.

The reputation of the teaching and increasingly the research across all the disciplines in the
School is unrivalled. Students experience working in a professional context to professional
standards with an exemplary pool of outstanding artists who work with us as directors,
conductors, coaches and tutors. The School's graduates consistently succeed at the highest
levels of their chosen profession.

The School currently numbers over 800 students on its roll call, approximately 700 of whom
are undergraduate and postgraduate music students. At the present time, 135 are studying on
the Acting and Technical Theatre programmes. In any given year, about 40% of the students
are from outside the UK typically representing over 40 nationalities.

The Guildhall continues to enhance its programmes and contribute to the cultural life of the
City by forging even stronger ties not only with the Barbican Centre and the LSO, but also
the BBC Symphony Orchestra, the London Jazz Festival, the City of London Festival, the
Royal Court, and the RSC.

The most significant investment in the Guildhall School's future was recently announced with
unveiling of the plans for the £90 million redevelopment of the neighbouring Milton Court
site. The new building will house three new performance spaces: a concert hall (610 seats), a
theatre (225 seats) and a studio theatre (up to 128 seats) in addition to drama teaching and
administration spaces. By the anticipated opening in the spring of 2013, the Guildhall's
facilities will at long last match the outstanding quality of its training and the success of its
graduates.
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LONDON

About the City

The City is the world leader in international finance and business services — a global
powerhouse at the heart of the UK’s financial services. The City of London Corporation
provides a dedicated service to the City, from essential infrastructure maintenance to strategic
economic development as well as carrying out the normal functions of a local authority. It
also provides a range of services that make a wider contribution to economic, social and
environmental well-being. Many of these have a direct effect on people outside of the City’s
geographical boundaries and contribute to a wider regional and national prosperity.

The City Corporation pre-dates Parliament and its experience and tradition underpin its
modern and efficient services. Its constitution is rooted in the ancient rights and privileges
enjoyed by citizens before the Norman Conquest in 1066. It proudly maintains its heritage
through a series of ceremonial functions, including the Lord Mayor’s Show, that uphold the
distinctive nature of the City and the City of London Corporation.

Organisational structure

The City Corporation is run through the Court of Common Council — its main decision
making body — which is presided over by the Lord Mayor.

The Court is made up of Members and Aldermen who are elected from the City’s 25 wards to
represent the interest of both residents and businesses. The Court operates on a non-party
political basis and meets to debate issues that have arisen from the City Corporation’s diverse
committees.

These committees, with the City of London Corporation overall direction provided by the
Policy and Resources Committee, discuss day to day activities and projects in collaboration
with City of London Corporation officers who carry out the work and report to the Town
Clerk.

Our Vision

The City of London Corporation’s vision is;

The City of London Corporation will support and promote the City of London as the world
leader in international finance and business services, and will maintain high quality,
accessible and responsive services benefiting its communities, neighbours, London and the
nation.

QOur Strategic Aims

From this overall vision we have three strategic aims:



e To support and promote ‘The City’ as the world leader in international finance and
business services.

e To provide modern, efficient and high quality local services and policing within
the Square Mile for workers, residents and visitors whilst delivering sustainable
outcomes.

e To provide valued services to London and the nation.

Our Medium Term Policy Priorities
These aims are supported by five key medium term policy priorities:

Improving our efficiency whilst maintaining the quality of our services
Being a good neighbour

Supporting people and business through the current economic downturn
Acting as a voice for the City and all its communities

Providing cultural opportunities for all

Our Core values

The City Corporation has three core values that inform the way we work, what we do and
how we do it:

* The right services at the right price

Providing services that our varied communities need in an efficient and sustainable
manner, as established through dialogue and consultation.

* The best of the old with the best of the new

Securing ambitious and innovative outcomes that make a difference to our
communities whilst respecting and celebrating the City’s traditions and uniqueness,
and maintaining high ethical standards.

* Opportunity and prosperity for all

Demonstrating commitment to equality and diversity of opportunity for those within
and beyond our boundaries and seeking to increase social capital and economic
wellbeing through investment in people, services and infrastructure and responsible
management of natural resources.

Further detail is provided in the City Of London Corporation’s Corporate Plan 2009-
2012, available on the City’s website: cityoflondon.gov.uk/corporateplan

Performance

In February 2009, the City of London Corporation was given the highest rating of four stars
for performance (of our local authority functions) and judged to be improving strongly in the
Audit Commission’s Comprehensive Performance Assessment for 2008. We retained our
scores of 4 for Children and Young People and for Adults Social Care.

Full details of all our services are available on our website www.cityoflondon.gov.uk




Partnerships

The City of London Corporation is also the lead organisation in the City’s local strategic
partnership: The City Together (TCT) Board. The TCT is responsible for delivering the wider
priorities for the City’s communities as laid out in the sustainable community strategy (SCS)
entitled The City Together, the Heart of a World Class City 2008-2014.

Vision, Themes and Goals
The vision for The City Together is:

The City Together will work to support the City of London as a leading
international financial and business centre in a way that meets the needs of its
diverse communities and neighbours.

The five themes for The City Together Strategy are:

The City Together: The Heart of a World Class City which
....IS competitive and promotes opportunity

.«.SUppOrts our communities
....protects, promotes and enhances our environment

...is vibrant and culturally rich

...Is safer and stronger

More information can be found at cityoflondon.gov.uk/thecitytogether




Organisation Chart for the City of London Corporation
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Introduction
The City of London Corporation values the rich diversity and creative potential
people with different backgrounds, skills and abilities bring to the workplace.

Our equal opportunities policy aims to treat all current and prospective employees
fairly and with dignity and respect.

The City of London Corporation will not tolerate unfair treatment on the grounds of:
age, disability, employment status, ethnic origin, gender, marital status, nationality,
religious belief or non-belief, responsibility for dependants, sexual orientation, social
background, trade union or political activity or any other reasons which cannot be
shown to be justified.

In applying this policy, the City of London Corporation recognises its obligations
under relevant employment and equality law and Codes of Practice. However, our
policy is not just about legal compliance but goes wider. We will be proactive in
promoting our commitment to equality and diversity and to being a good employer.

Implementing the policy
Promoting equal opportunities is one of our Core Values and we want our policy to be
implemented. We will

e communicate the policy to all employees
e provide appropriate training
e allocate clear responsibilities

Responsibility
The Town Clerk has overall responsibility for ensuring the implementation of the City
of London Corporation’s Equal Opportunities Policy. Each Chief Officer has
responsibility for ensuring successful implementation of the policy within their own
department. We all have a responsibility to contribute to its success by ensuring our
behaviour supports the principles laid out in the policy.

The City of London Corporation will not tolerate acts breaching our policy. Any
breaches will be fully investigated and may be subject to the City of London
Corporation’s disciplinary procedure.

Recruitment and Selection
Equal opportunity starts here. We will

e consider candidates solely on merit, against carefully considered, justifiable job
requirements



e ensure people involved in recruitment are trained appropriately
e make advertisements welcoming to all types of applicant
e avoid stereotypes that only certain groups of people are suitable for particular jobs

Career Development and Training:
Central to our equal opportunities in employment policy is that we get the best from
our employees throughout their careers. We will

e provide the support necessary to help employees realise their employment
potential
e encourage employees to apply for jobs which suit their experience and skills

Terms and Conditions of Employment
Fairness in how people are rewarded is fundamental. We will

e ensure terms and conditions, including pay, are fair and equitable, taking account
of responsibility, performance and contribution

e ensure that the benefits, facilities and services available to all our employees will
be clearly defined so that people are aware of them

Flexible Working
Our policy recognises that patterns of work are changing as employees have to
balance work and domestic commitments. We will

e consider requests for flexible working made under our policies in a way which
fairly balances the needs of the individual and the City of London Corporation

Working Together
The City of London Corporation is opposed to any form of harassment or bullying on
any ground. Our aim is to create an environment where all employees are treated with
dignity and respect and to provide a supportive working environment. We will

e ensure that all employees have access to our comprehensive Policy and Procedure
on Harassment and Bullying, our Grievance Procedure and our Code of Conduct
e monitor complaints to check that our policy and procedure is working

Monitoring and review
We will regularly check our progress by using workforce monitoring and equality
performance indicators. We will

e statistically monitor our workforce composition, staff in post, applicants for jobs,
training and development, grievances, disciplinary procedures, dismissals and
other reasons for leaving

e use the data collected to examine the success of this policy and to plan for the
future

e consult appropriately on the effectiveness of our equal opportunities in
employment policy



Different Types of Discrimination
We recognise that discrimination can take different forms

Direct Discrimination
This means treating someone less favourably because of who they are. For example,
not offering the best candidate a job because they are black, or married or female is
direct discrimination.

Indirect Discrimination

This happens when an unnecessary requirement or condition is applied to a job that
affects one group of people more than another. For example, specifying a very long
period of continuous employment in a similar job as part of an advert might
discriminate against younger people or those who have spent time looking after small
children.



