
 

 

 
 

 

Part-Time – Business Support and Marketing Co-ordinator 

 

 

Main Purpose: 

To provide business and marketing support at both a strategic and delivery level, to aid the day-to-

day running of the Business, to deputise for the business owner.  

 

Main Tasks: 

1. Business Support: working closely with the business owner to initiate and develop work 

streams to enhance the reach and reputation of the organisation 

2. Marketing: taking an over-view of the marketing direction of the business, as well as taking a 

lead on social media marketing, market research, direct marketing to our mailing list, and 

mailing list growth 

3. Copy writing: articles, blogs, campaigns and social media posts 

(Mailchimp/Facebook/Twitter) 

4. Events: providing direct support to our live or online CPD and training events  

5. Deputising: deputise for the business owner 

 

Other: 

6. Any other tasks as required and within the capability of the post-holder. 

 

 

About BTP 

Brighton Therapy Partnership (BTP) is a small business run by the Owner and wonderfully supported 

by a small group of freelance staff undertaking a variety of part-time roles. BTP has been providing 

Continuing Professional Development training to counsellors and psychotherapists for the past 10 

years, and while based in Brighton (naturally) we attract delegates from all over the South East of 

England including London, and our online events attract delegates from all over the country and 

worldwide.  

 

BTP also includes the businesses known as The Palmeria Practice (a group counselling and 

psychotherapy practice and consulting room hire), Therapy Education Online (CPD training and 

workshop videos) and Counselling4Brighton (the owner’s private therapy practice).   
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About the Team 

Shelley Holland - BTP Owner 

Laura Hordern – BTP Business Support Administrator (responsible for BTP workshop bookings, for 

processing the administration around new PP practitioners, website updating and troubleshooting, 

and for invoicing and finance matters) 

Rob Trounce – Marketing Consultant (responsible for the Palmeira Practice website and online 

advertising, also providing ad hoc consultancy support across the whole business) 

Tara Lavelle – Palmeira Practice Referrals Co-ordinator/Administrator (responsible for all contact 

and correspondence with incoming client enquiries and referrals, and with all Practice practitioners 

including on-boarding new Practice members) 

Amy Smith – Marketing Assistant (responsible for marketing campaigns to our mailing list and social 

media marketing) 

 

About the Role 

BTP is a small organisation, with team members working very part-time hours (between 5 and 10 

hours per week). The role of Business Support and Marketing Co-ordinator for the business is an 

important role that will work alongside the owner to support the direction and reasonable growth of 

the business. We are a progressive and left-leaning team, and supporting and helping each other is 

an important part of how we work. 

 

The successful candidate will take the lead on the marketing direction of BTP and will support the 

owner in other areas of the business. You will need to have a robust understanding of the needs of 

a small progressive business, and prior experience and knowledge of digital and social media 

marketing. The successful candidate will also need excellent copy writing skills to provide copy for 

our marketing outlets, as well as needing a ‘can-do’ problem solving approach and a willingness to 

operate both strategically and at delivery level. Finally, the successful candidate needs to have an 

understanding of counselling and psychotherapy and be comfortable being absorbed in the 

therapy world and promoting our CPD workshops, conferences and online video library. Experience 

in the charity or voluntary sector would be an advantage in understanding our customer base. 

 

This is a small but exciting opportunity to join a small business at a period of development, and for 

the right candidate this is an opportunity to make a real impact.  

 

Hours 

The role is for 12-15 hours per week, excluding breaks. Thursday must be one of the working days. 

There may be opportunities to increase hours and/or undertake other work within the business in 

the future, dependent on the needs of the business and/or the skills the successful candidate brings 

to the team. 

 

You will occasionally be required to work a Saturday to support the delivery of some of our CPD 

workshops and conferences. The number of Saturdays per year will be agreed in advance, but is 

unlikely to be more than 4 or 5 per year. 
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Home-Working/Travel 

This is predominantly a home-working position, but the post-holder will be asked to regularly work 

alongside and attend meetings with the owner or the whole team on a regular basis in Brighton 

(Zoom/in-person when Covid-safe), as well as deputise on some Saturday workshops/conferences 

(online/live when Covid-safe).  

 

Living within a commutable distance of Brighton (within one hour) is essential, as well as being a car 

owner/driver. HQ is situated on the rural outskirts of Brighton with poor public transport links, and 

attendance at workshops will involve transporting equipment from HQ to the training venue (for live 

events). The successful candidate will be required to work on a Thursday as one of their working 

days (as this is the main BTP ‘team’ day). 

 

Remuneration 

The role is remunerated at £29,341 (FTE annual salary based on 37hrs/week), equivalent to £15.25 

per hour. It is offered as a self-employed position, although PAYE will be considered and can be 

discussed further at interview. 

 

The remuneration package will also include a number of ‘benefits in kind’ of particular relevance to 

practising counsellors and therapists. This will include free therapy CPD within the organisation (live, 

online, or video), and an agreed amount of free room hire within the Palmeira Practice (which 

includes access to our client referral system). If the successful candidate chooses to take advantage 

of these in-kind benefits, the total value is at least £200 per month. 

 

 

Key Skills and Characteristics: Business Support and Marketing Co-ordinator 

 

General 

• Be trustworthy, reliable and to work within a clearly agreed confidentiality clause. 

• Have competent administrative and social media skills, to include Facebook, Facebook 

Groups, Twitter, and a willingness to learn how to use Mailchimp (mailing list) and 

WordPress (website).  

• Have a ‘can-do’, proactive, problem-solving and calm approach to their work. 

• Have an eye for detail and accuracy. 

• Be a strong team player, but also capable of working on their own initiative. 

• As this is a predominantly home working role, to have own computer and internet 

connection, access to up-to-date versions of MS Office, and a home environment suitable for 

computer based work (i.e. Suitable table and chair, quiet environment), and be able to work 

from home. 

• Be a car driver/owner 
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Ideal 

• Experience and understanding in marketing, in particular via social media and existing 

mailing lists. 

• An understanding of business development and the needs of a small business. 

• An understanding, knowledge and interest in therapy and counselling (being a 

counsellor/therapist is not a requirement).  

• Experience working in the charity/voluntary sector or similar ‘soft’ business areas. 

• A confident copy writer. 

• A confident and experienced user of MS Office Suite, Facebook, Facebook Groups, Twitter, 

YouTube, Zoom. 

• Knowledge or experience of web-based tools, and be sufficiently ‘tech savvy’ or can show 

the capability to develop these skills. Some aspects can be learnt ‘on the job’ 

(Mailchimp/WordPress), but be aware that you will expected to be comfortable using web-

based tools/apps, etc.  

• The ability and willingness to take the lead at an agreed number of BTP events (taking place 

on Saturdays either live or online). Training will be provided. 

 

Desirable 

• Experience of thinking and working strategically, with a willingness, ability and confidence to 

put forward ideas, create workable plans, and see them through and make them your own. 

• Market research skills and experience. 

• Experience in event promotion work (online). 

• Basic design skills, for creating eye-catching copy for social media or websites. 

• A basic understanding/knowledge of SEO would be an advantage, but not essential. 

 

 

How to Apply 

Please email your CV and a covering letter (preferably no more than 2/3 sides of A4) that addresses 

your key skills and abilities relevant to this post, the role description, and the role outline provided in 

this advertisement to Shelley Holland at btp.apply@yahoo.com  

 

This is also the email to send any pre-application questions you may have about the role. 

 

Time Frames 

• The absolute deadline for applications is 12noon on Monday 21st June 2021.  

• Shortlisted applicants will be contacted and invited for interview.  

• Interview dates have not yet been set.  

• The post is to start ASAP. 

mailto:btp.apply@yahoo.com
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• If you have not received a response to your application by 31st July, please assume you are 

unsuccessful. While I would love to personally acknowledge each and every application it 

will unfortunately be impossible to do so! 

 

With best wishes 

Shelley Holland 

Email: btp.apply@yahoo.com 

Website: www.brightontherapypartnership.org.uk  

mailto:shelleyholland@hotmail.com
http://www.brightontherapypartnership.org.uk/

