Each month we will be taking a different member of the Relate Cambridge team and showing you in  more detail what their role is.

Profile of an Appointments Secretary

What does an Appointments Secretary do? I am the liaison between counsellors and clients; taking all initial enquiries on the phone and in person, booking appointments, co-ordinating the counsellor’s schedules, dealing with numerous enquiries, plus much more! 
How long have you been working in this role as an Appointments Secretary?  12 years.
How did you come to be doing this kind of work – what attracted you to it?  Helping people is something I enjoy.
What are the highs and lows of working as an appointments secretary?  Highs: being the first point of contact and reassuring clients that contacting Relate should be seen as positive and a good move.  Lows: frustration in not always being able to get hold of clients and dealing with the number of cancellations.

