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Job Description
Job Title: Referrals Co-ordinator and Placements Officer






Department: Settled Care
Responsible to: Operations Manager


Location: Nottingham but must be willing to travel to other operational regions 


Hours:
37.5 per week
but additional hours may be required
 
Salary:
circa 24K with access to professional qualifications and developmental opportunities 


Job Purpose
· To receive, monitor maintain the Settled Care referral process in co-ordination with the Operations Manager and Area Managers. 
· Commitment to the safeguarding and promotion of the welfare of children and young people via a robust matching process
· To provide a professional customer service, customer communications and interactions, to internal and external customers
· Plan and implement a regular cycle of contact in order to manage relationships with internal and external stakeholders; undertake due diligence on forthcoming referrals and complete competitor analysis
· Develop systems to receive critical feedback from our customers and act as a conduit for feedback.

· Ensure an accurate referrals database is maintained so that statistical reports for Board meetings and business development is readily available
· Co-ordinate a ‘at risk leavers’ report each week and provide strategies to support and maintain occupancy levels as per agreed targets.

· Liaise with the Operations Manager to prepare responses for securing placements and bids for authority commissioning contracts 

· Have an in-depth understanding the Settled Care service its aims and objectives to enable effective marketing of the service and maintain competitive advantage 
· To support the development of an organisational culture that puts our Christian Core Values - Caring, Honesty, Respect and Responsibility - at the centre of all we do
Principal Responsibilities

1- The principal responsibility of the role is to enhance the residential referral process so that referrals are responded to in a timely manner; strengthen the existing partnerships with local authorities so that the service is one of choice
2- Work directly with the operations team to secure appropriate referrals into the service to meet developmental and growth targets
3- Maintain strong lines of communication with Area Managers and Home Managers to ensure placement decisions on referrals are speedy and within an agreed timeframe. Develop a clear understanding of key audiences and best channels of communication
4- Under the guidance of the Operations manager, you will build positive working relationships with other professionals, such as social workers and commissioners and other key stakeholders
5- Work within the code of confidentiality and ensure that records are maintained and stored and held in a manner which is compliant with GDPR 2018 regulations.
Responsibilities of all YMCA staff, casual workers and managers

1
Ambassador for the YMCA


To act as an advocate and ambassador of the YMCA; promoting and exemplifying the YMCA’s core values, mission, vision, and ethos and to positively and proactively protect the YMCA’s reputation.
2 
Other duties

To undertake any other duties and responsibilities as may be assigned by your Line Manager or anyone else designated by the Chief Executive Officer, as necessary. To work in a flexible way to ensure that workload is completed and to undertake any other jobs commensurate with the seniority of the post.
3 
Discretion to act
To exercise discretion in the performance of the duties of the post, to use best practice and to ensure the effective and efficient use of resources.  

Nothing in this Job Description is intended to authorise the post-holder to undertake responsibilities that belong properly to trustees and members of the Executive Management Team unless properly authorised to do so by the Chief Executive Officer directly or through an appropriate manager.

4 
Relationships and confidentiality
To establish, maintain and enhance team-working with colleagues and staff of Nottinghamshire YMCA and to keep confidential all information about individuals and the business of Nottinghamshire YMCA. Any breach of confidentiality will be treated seriously and may lead to dismissal.
5 
Association ethos

To support the Christian ethos and core values of the Association. The Association is committed to equality of opportunity and expects all staff and casual workers to abide by our Equality and Diversity Policy.

6         Health and Safety
To adhere to the Association’s Health and Safety policies.
Line Management Responsibility:
The successful candidate will have responsibility for a small team of administrative coordinators as the service develops. 
Person Specification
Please ensure that you address all the requirements marked with an “A”

in the final column as we will be looking for this information when Shortlisting. 
Job Title:
	Area
	Criteria
	How Assessed*

	1 Experience
	1.1 Experience of working in the social care field with social care professionals; children in residential and foster care services (essential)
	Application and Interview

	
	1.2 Experience of working in a multi-disciplinary setting
	Application

	
	1.3 Experience of creating and maintaining accurate electronic records and databases (essential)
	Application and interview 

	
	1.4 Experience of assessing and understanding the vulnerability, risk, and needs of children and young people in care and their families 

	Application and Interview and test

	
	1.5 Ability to collate complex information especially where the information is drawn from multiple sources and may be conflicting or incomplete; ability to assess such information to make independent informed decision on  referrals received

	Application and Interview

	
	1.6 Ability to work under pressure and manage a wide range of conflicting priorities 
(essential)
	Application and interview

	2 Skills and Abilities
	2.1 Excellent written and verbal communication skills including ability to use word and excel to produce reports carry out correspondence and keep accurate records 

	Application and Interview and test

	
	2.2 Excellent organisational ability including time management and managing competing priorities 

	Application and Interview

	
	2.3 Ability to negotiate effectively with other agencies and manage stakeholder expectations , including local authority placement teams, education teams, CAMHS and clinical psychologists

	Application

	
	2.4 Knowledge and understanding of using appropriate assessment tools and research 

	Application and Interview 

	
	2.5 Ability to understand the needs of people from diverse backgrounds
	

	
	2.6 Ability to support the Christian core values of the Association
	Interview

	
	2.7 Willingness to undergo a satisfactory enhanced DBS check and to register with the DBS Update Service OR hold a satisfactory enhanced DBS check for the correct workforce plus existing registration for the DBS Update Service
	

	
	
	

	
	
	

	3 Education/ Training / Qualifications
	3.1 Diploma level 3 in Children and young people’s services. Willingness to work towards Diploma Level 5 in Residential management. 
	Application & Documentary evidence

	
	3.2 Minimum of 3 years residential social care experience 
	Application and Interview 

	
	
	


*How Assessed – (A) on application form, (I) at interview, (T) during a test,
(D) from documentary evidence e.g. qualifications, driving license etc (relevant documents will be checked at the interview stage)
Nottinghamshire YMCA is committed to promoting diversity and practicing equality of opportunity

Nottinghamshire YMCA is committed to the protection of children, young people and adults at risk
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