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Job Role
	Role Title
	Referrals Administrator

	Salary
	£22,000 - £25,000pa pro-rata according to experience

	Term
	Permanent

	Hours
	 22.5 hours (3 days) per week. Days/times are flexible within office hours of 8am to 5pm

	Location
	CLEAR Offices, Cathedral Lane, Truro

	Post reports to
	Adult Clinical Lead

	Other Considerations
	The successful applicant will require an enhanced DBS Check
Probation period is 6 months, with interim review after 3 months



Job Role and Purpose
Working with the Clinical Leads for our Children and Young People and Adult Services, you will play a vital role in enabling clients to access our services appropriately, whilst ensuring that funded referral pathways or spot purchase arrangements are in place. You will be the first point of contact for many clients and organisations and will be responsible for keeping monitoring systems up to date
Key attributes
You will be self-motivated, a quick learner and able to work on your own as well being part of a small and busy team. You will need excellent communication skills, a good grasp of IT systems and great organisation and planning skills. 

Main Responsibilities
Administration of New Referrals to CLEAR including:
· Inputting referral information into the relevant IT systems to create referral records for clients
· Co-ordinating assessments for adult clients
· Supporting Clinical Leads through preparing referral information and data files for allocation to therapists and counsellors
· Communication with therapists/counsellors regarding referrals, allocations and receipt of monthly caseload/monitoring information
· Confirmation of grant-funded pathways and of spot purchase arrangements via purchase orders
Maintaining up to date paper records of referrals, allocations, clients engaging with therapy/counselling and client endings.
· Collating and inputting therapy/counselling information and records:
· Reviewing client records following initial assessment/first session and inputting risk assessment, consent and contract
· Recording and inputting data collected pre and post intervention
· Recording of sessions undertaken
· Auditing records for complete documentation, data and current status of clients
· Maintaining and auditing referrals systems in bespoke platforms including the Victim Care Unit pathway 
Liaising with the Office Manager to ensure all spot purchased work is identified and invoiced
General responsibilities
· Maintain a professional and confidential approach to work at all times.
· Actively participate in regular team meetings and attend appropriate training courses.
· Contribute to the effective and efficient running of CLEAR by awareness of and compliance with policies and procedures, including Health and Safety.
· Work outside of normal office hours if required on occasion to meet the needs of the service 
· Carry out any other reasonable duties as requested by senior managers.
Person Specification: Skills, Knowledge and Experience:
	Essential Skills and Experience
	Desirable
	Evidenced By

	Proven experience of communicating effectively with a wide variety of people and organisations by telephone and email. You must provide examples of this in your application statement
	Knowledge of safeguarding principles and procedures for children and vulnerable adults
	Application Form
Interview

	Excellent IT Skills with experience of using bespoke databases. You must provide examples within your application statement
	ECDL or similar
	Application Form
Skills Test

	Experience of engaging with/supporting vulnerable individuals. You must provide examples within your application statement
	Knowledge of emotional trauma, domestic and sexual abuse
	Application Form
Interview

	Proven experience of working to deadlines, managing and organising systems. You must provide examples within your application statement  
	Project or caseload management experience
	Application Form
Interview



Closing date for applications: 5pm on Wednesday 13th January 2021
Please download an application form from our website and return by email to cwebster@clearsupport.net putting ‘Referrals Administrator Job Application’ and your name in the title of the email.
Late applications will not be accepted. Shortlisted candidates will be notified by Monday 18th January 2021. Interviews will take place w/c 25 January 2021
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