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OPEN DOOR, YOUNG PEOPLE’S CONSULTATION SERVICE 

JOB DESCRIPTION / PERSON SPECIFICATION 

 

Job Title:   Senior Clinical Administrator  

Responsible to: Operations Manager  

Responsible for: Clinical Administrators  

 Non-clinical interns and volunteers  

Working Hours: 30 hours/week, must be available to work until 7pm some evenings 

 

About Open Door   
Open Door is a not-for-profit organisation providing a range of free and confidential psychological 
therapies to young people aged 12-24, and a separate consultation service for parents of teenagers and 
young adults aged 12-21. Last year we worked with nearly 700 young people, parents and carers offering 
over 7,000 appointments.   
 
Open Door is based in Haringey, North London, home to some of the most deprived and also some of the 
most affluent communities in the capital. We are committed to providing a service across the borough – 
from our main bases in Crouch End and Tottenham as well as in secondary schools and online.   
 
The clinical team currently comprises 27 therapists, many of whom are NHS trained and all of whom 
are professionally accredited. Open Door is funded by the NHS, Local Authority, charitable trusts, and 
donations. Around 74% of young people refer themselves to Open Door. This is an exciting time to join 
the organisation. Open Door’s reputation as a key provider of mental health services to adolescents and 
young adults in Haringey is very high. Service delivery, service in terms of appointments offered and 
young people seen, has reached unprecedented levels. Open Door has become a multi-site service with 
bases in Crouch End and Tottenham and its secondary school service is expanding. 
 
For more information see our website www.opendooronline.org    
     
 

A JOB SUMMARY 

• To be part of and provide management within the Support Service which is responsible for 
ensuring the efficient delivery of Open Door’s clinical services in its various locations. 

 Duties include: 

o Line management of administrative staff and non-clinical interns and volunteers 

o Line management by Operations Manager, with fortnightly debrief about patient related 
activity with a senior Clinician.  

o To provide and manage all aspects of frontline clinical administration (including referrals, 
appointments, outcome measures, enquiries, interpreting services, supporting therapists 
and service users, etc.)  

o Office management e.g. ordering supplies 
o Trouble shooting routine IT issues and liaising with the IT support contractors. 
o Ensuring the smooth administration of data collection (including regular service user 

outcome measures), data cleaning and inputting and production of reports  
o Supporting the implementation of new data systems  

http://www.opendooronline.org/


JOB DESCRIPTION and Person Specification – Senior Clinical Administrator 

Page 2 of 3  November 2021 

o To participate in income generation including management of private room bookings,  
administrative support of fundraising applications and of Trustee fundraisers in 
consultation with the Line Manager 

o Human resources administration e.g. processing requests for annual leave 

o Supporting external relations including assisting in the production of media and  
organising events ; monitoring and updating the website and social media feeds 

o Support for the good governance of Open Door including the Board of Trustees and 
external regulation – providing administrative support as necessary 

o Managing staff and volunteer induction including:  DBS checks, systems training, 
ensuring that Open Door’s policies and procedures are up-to-date, etc.   

 

Open Door currently uses a patient management software package called Clinic Office, and 
Office 365 applications. The post-holder is expected to be proficient in the use of Microsoft 
Word and Excel; experience using Sharepoint is an advantage but training will be provided 
for ClinicOffice and Sharepoint as appropriate. 

 

 
B TEAM RELATIONSHIPS 

Open Door is a small organisation and good team relationships are important in our working 
environment. 

All the staff working at Open Door are expected to co-operate with their colleagues to deliver a high 
quality service to all of its clients and customers. This includes young people and adults who use our 
services, enquirers, referral agencies, external professionals, funders and suppliers. Staff are also 
expected to contribute to and participate in the general development of Open Door. 

 
C GENERAL  

1) Job Description 

a) This is not an exhaustive list of duties and responsibilities and the post holder may be required to 
undertake other duties which fall within the grade of the job, in discussion with their Line 
Manager. 

b) This job description may be reviewed in the light of changing service requirements; any such 
changes will be discussed with the post holder. 

2) Policies, Procedures and Guidelines 

a) The post holder is required to comply with Open Door’s policies, procedures and guidelines 
including those related to Equal Opportunities, Health and Safety, Complaints, Child Protection, 
Disciplinary and Grievance, and Information Governance. 

b) All information concerning clients and staff must be treated as strictly confidential at all times. 
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Person Specification – Senior Clinical Administrator 

Essential Desirable 

Education and Qualifications  

• Education to degree level or relevant work 
experience 

• Training (short courses) or qualification in: 
 

o Customer care 
o ICT and data management 
o Project management 

Knowledge and Experience  

• A successful track record in: 
o managing a small team including 

volunteers/interns 
o office / facilities management 
o use of customer/patient databases 

• Experience in a patient-facing role  

• Knowledge of how mental health services and 
services for young people are organised 

• Experience of supporting income generation 

• Experience in managing websites/social media 
feeds 
 

Skills and Competencies  

• People management skills 

• Excellent communication skills 

• Presentation skills 

• Ability to use Microsoft Office programmes (must 
have experience using Microsoft Word and Excel) 

• Spreadsheet and database skills 

• Ability to learn and manage specialist software 
packages (eg ClinicOffice/CareNotes) 

• Time management skills 

• Customer Care skills 

• Excellent patient care skills with sensitivity to the 
needs and circumstances of Open Door patients 

 

 

• Experience of providing telephone support and/or 
information to anxious and vulnerable people 

Personal Characteristics  

• Ability to work under pressure and as part of a 
team in a demanding environment 

• Good understanding of the importance of a client 
focused service 

• Ability to adapt and change according to daily 
circumstances and the needs of the charity 

• Readiness to try new things 

• Ability to recognise when to seek help or 
appropriate assistance from colleagues 

 

 

 


