Assistant Referrals Manager

Aim of post

To oversee, support and supervise the Referrals Team in the end to end matching process from initial enquiry through to full matching of children to foster parents.
To aid the growth of the company by placing children with suitably matched foster families who can meet the child’s holistic needs.

To take the lead on overseeing the Respite and Supervised Contact processes and managing Staying Put arrangements.  

To assist the Referrals Manager in leading and motivating the Referrals Team and provide supervision and professional development to key members of the team.

Key responsibilities
· To develop and maintain professional working relationships with Local Authority customers.
· To motivate and support the Referrals Team to achieve annual targets.  
· To ensure vacancies across the organisation are monitored and utilise available capacity, through communication and liaison with the Regional Managers, Link Workers (Supervising Social Workers) and Foster Parents.
· Supporting the team to organise respite for children, including development of this service.
· Supporting the team to organise Supervised Contact for children including the developmentof this service.
· Managing Staying Put arrangements for children.
· To ensure an efficient handover to the Out of Hours Team daily

· To triage Referrals received from Local Authorities and oversee the Referrals Assistants in placement matching 

· To support the Referrals Manager in the development and maintenance of a range of record keeping systems and regular production of data from these, as required. 

· To assist in facilitating a seamless, quality driven process between business development and fostering delivery.
· To maintain good communication between all relevant parties at all times.
Safeguarding Children 

Safeguarding Children is central to all that By the Bridge with Cambian does. The Referrals Team are in a prime position to notice any actual or potential safeguarding concerns and must follow the By the Bridge with Cambian reporting procedure if they have any cause to be worried about a child’s well-being. There may also be occasions, either through seeing situations with a fresh pair of eyes; reading information in a report or by receiving information in any other way that you may have concerns regarding the welfare of a child.  The Assistant Referrals Manager will be required to undertake mandatory online and taught safeguarding training within their induction period. 

Working relationships

· Reporting to the Referrals Manager.
· Direct line management of key members of the Referrals Team.
· Close interaction with all staff throughout the organisation, specifically Link Workers (Supervising Social Workers), Regional Managers, Out of Hours Team, Foster families, Business Development Team, Finance, Recruitment.
· To liaise with local authorities and other external organisations as required.
Person specification

· Ability to multi-task and prioritise under pressure.
· Ability to remain calm, professional and solution focussed under pressure.
· Excellent IT skills, specifically Microsoft Word, Excel and Outlook.
· Dynamic, confident personality with emotional intelligence, enthusiasm and energy.
· High level of integrity and good understanding of confidentiality.
· Skilled verbal communicator.
· An ability to be creative and imaginative with resources.
· A good understanding of the needs of children in foster care.
Advantageous

· Background experience in fostering or direct work with Looked After Children is desirable.
· Previous experience of Microsoft Dynamics CRM system.
· Line management/supervision experience.
· Relevant qualification in childcare or social care.
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