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Job Title: Part-Time Team Administrator 
Location: Central London Welbeck Street 
Job reference: PA01 
Company: ChAT Services - Children & Adults Therapy Services  
 
About Us 
At ChAT Services, we are dedicated to providing compassionate and professional mental 
health services to our community. Our multidisciplinary team work collaboratively to 
support our clients in their needs.  
We are currently seeking a part-time administrator to join our team and help us maintain 
our high standards of service and care. 
 
Position Overview 
The Part-Time Team Administrator will play a crucial role in the smooth operation of our 
practice. This position involves a variety of administrative tasks, including managing 
appointments, maintaining client records, and providing support to our clinical staff. The 
ideal candidate will be organised, detail-oriented, and possess excellent communication 
skills. 
 
Key Responsibilities 
- Manage client appointments and scheduling 
- Maintain accurate client records and documentation 
- Answer phone calls and respond to inquiries in a professional manner 
- Assist with billing and insurance claims processing 
- Provide administrative support to our practitioners   
- Ensure the office environment is welcoming and organised 
 
Qualifications 
- Essential: undergraduate university degree.  
- Desirable: BA in psychology or mental health is a plus but not required 
- Strong organizational skills and attention to detail 
- Excellent verbal and written communication skills 
- Proficiency in Microsoft Office and familiarity with electronic health record (EHR) 
systems preferred 
- Ability to work independently as well as part of a team 
- Compassionate and empathetic demeanour 
 
What We Offer 
 
- Flexible part-time hours (15 hours a week) 
- Hybrid working    
- A supportive and positive work environment 
- Opportunities for professional development and growth for those who are looking to 
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become Assistant Psychologists or work in the mental health field. 
 
How to Apply 
If you are interested in joining our team and contributing to the well-being of our clients, 
please submit your resume and a brief cover letter outlining your interest in the position 
to vacancies@chatservices.co.uk.  
We look forward to hearing from you! 
 
Application Deadline: 05/07/2025 
 

 

 

 

 

 

 

 

 

 

 

 

 

The content in this report is written and approved by practitioners and/or associates of ChAT Services’ practice, 
please note that it is illegal to edit, or change any of the writing. 
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