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Job Role
	Role Title
	Referrals Coordinator

	Salary
	£26,000pa pro-rata 

	Term
	Permanent 

	Hours
	Full or PT Considered.
Days/times are flexible within office hours of 8am to 6.30pm

	Location
	CLEAR Offices, Cathedral Lane, Truro

	Post reports to
	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. You will gain a good understanding of the wider work of CLEAR across all services and an understanding of how these fit together to support our aims and objectives.

You will be proactive in managing referrals and in identifying ways to support colleagues, in particular Clinical Leads and will have the skills and compassion to make and receive phone-calls that may include difficult and sensitive topics. 

Recognising the demands of the role, you will be proactive in understanding and managing your wellbeing and engage in the support and supervision available to you, including through a wellbeing buddy.

Main Responsibilities
Coordination of New Referrals to CLEAR including:
· Reviewing enquiries and referrals, gathering/clarifying information as needed including from clients, referrers and other third parties by telephone and email to establish suitability for service. 
· Inputting referral information into the relevant IT systems to create referral records for clients.
· Co-ordinating assessment and readiness calls for clients
· Supporting Clinical Leads through preparing referral information and supporting allocation to therapists and counsellors
· Communication with therapists/counsellors regarding referrals, allocations and use of the CLEAR database.
· Confirmation of grant-funded pathways and of spot purchase arrangements via purchase orders. 
Maintaining up to date records of referrals, allocations, clients engaging with therapy/counselling and client endings.
· Collating and inputting therapy/counselling information and records:
· 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 
General responsibilities
· Maintain a professional and confidential approach to work at all times.
· Actively participate in regular supervision, team meetings and 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

	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

	Emotional capacity and resilience to engage with conversations and materials with explicit references to trauma, abuse and violence. 
	Qualification/competence in managing difficult situations, listening skills, counselling skills or equivalent
	Application Form
Interview

	Ability to pro-actively manage own self-care, to seek help as needed and to engage with supervision and wellbeing support. You must provide examples within your application statement
	Knowledge/qualification in the 5 ways to wellbeing/mental health first aid or similar
	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

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




Please use the personal statement section of the application form to illustrate the essential skills and experience, using examples wherever possible.
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