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	Job Description 
	Job Reference

	
	
	706687

	Job Title
	Referral Coordinator 

	Service
	Children’s Services 
	Team
	Multi-Agency Safeguarding Hub (MASH) Team

	Location
	Shute End 

	Reports to
	MASH Team Manager 

	Grade:
	Type of position:
	Hours per Week:

	6

	12 Month Fixed Term Contract
	37


	This job description has been designed to indicate the general nature and level of work performed by employees within this post. It is not designed to contain or be interpreted as an inventory of all duties, responsibilities and outputs required of employees assigned to the role.   

	Service Purpose 

	The Referral Co-ordinators form part of the MASH Team, who provide a single point of contact for professionals and members of the public seeking advice or assistance with a concern about a child’s safety or welfare or where the needs that have been identified indicate a multi-agency response is required. 

	General Description of the job 

	To take, log and progress referrals from members of the public and professionals, where there are concerns about a child’s safety or welfare or where the level of need indicates that a multi- agency response may be required.  
To gather relevant information from the family and involved agencies, to inform next steps. Co-ordinating where required information for escalation or de-escalation into early intervention and support service with a holistic assessment.

	Organisation Chart 

	 Service Manager (Safeguarding)
Team Manager - MASH
Assistant Team Manager - MASH
Social Workers
Referral Coordinators


	 Main Accountabilities of the post 

	1 
	To screen initial contacts from members of the public and professional agencies, triage, log the contacts on the relevant data recording system, and gather supporting information as appropriate in liaison with family and professionals involved with the child, within prescribed timescales, according to level of risk/need. 

	2 
	Provide an accurate chronology, record, and analysis of the information gathered with a recommendation in relation to threshold and next steps.  Once approved then share decisions appropriately to support and effective outcome. 

	4 
	Use a high level of initiative to support and advise members of the public and professionals when making contact with the team. 

	5 
	Arrange strategy meetings and other multi-agency professional meetings for social workers and managers.

	6 
	To ensure regular liaison and support in the development of positive working relationships with partnership agencies and the raising of awareness about the duty team, early intervention services, and other local services.  Ensuring appropriate dissemination of information to local community and partner organisations in relation to the Early Help Hub and services for children.


	7
	Ensuring LSCB safeguarding and information sharing procedures are adhered to and confidentiality is maintained at all times in relation to the role. 

	8 
	To participate in continued learning and professional development as a means of ensuring own knowledge and expertise continue to meet the job requirement. 

	9
	To provide relevant and proportionate information to other Local Authorities, CAFCASS, Probation Services, Fostering / Adoption Teams, and SEN Teams who have requested information which will aid in their decision making.

	10
	To take telephone calls and provide information, advice, and signposting to members of the public, family members, and professionals – often times when families are distressed or in crisis.

	11
	To provide shadowing opportunities for new members of staff, multi-agency professionals, and student social workers and provide information about the day-to-day tasks within the duty team.

	Additional Corporate Responsibilities 

	1 
	High Support, High Challenge: To ensure that you bring forward your good ideas, to challenge areas where the 
Council can improve, and to contribute to the Council’s ongoing success 

	2 
	Values Profile:  To follow the principles set out in the Employee Values Profile 

	3 
	Health and Safety: Take reasonable care for the health and safety of yourself and of other persons who may be affected by your acts or omissions at work; and co-operate with the Council to enable the Council to perform or comply with its duties under statutory health and safety provisions. 

	4 
	Equal Opportunities: To take positive action to ensure a thorough understanding of and positive commitment to equality in both service delivery and employment practices. 

	5 
	Safeguarding responsibilities: At all times to demonstrate and positively reinforce our commitment to safeguarding and promoting the welfare of children and vulnerable adults. 

	6 
	Special Factors: Flexible approach to working i.e. prepared to work outside of core hours in an emergency and in different locations across the district as required. 

	Scope 

	Resources 
	Facilities, equipment or systems within overall span of control 
	 

	DBS Check required 
	Yes 


 

	 Person Specification 

	Should focus here on describing the qualifications, skills, knowledge and experience an individual will require to successfully undertake the role. These should be split between essential and desirable.  There is no need to repeat value requirements or corporate responsibilities. 

	Qualifications  
	Essential 
	Desirable 

	Minimum of 5 A* - C GCSEs/equivalent 
	x 
	 

	 
	 
	 

	Technical Skills.  
	Essential 
	Desirable 

	Ability to interpret and identify appropriate information 
	X 
	 

	Able to accurately input data and maintain records across multiply systems. 
	x 
	 

	Need for high level of numeracy and communication skills. 
	x 
	 

	Able to identify customers’ needs quickly and deal effectively with enquiries, which may be routine or involve dealing with complaints and difficult customers/situations 
	x 
	 

	Able to use Word and Excel to an intermediate level, i.e.: able to use most of the systems functions without assistance. 
	x 
	 

	Analytical (Qualitative and Quantitative) skills 
	x 
	 

	Ability to understand and advise on statutory requirements and frameworks 
	 
	x 

	Knowledge  
	Essential 
	Desirable 

	Familiarity with public sector context and safeguarding. 
	x 
	 

	Good knowledge of IT and systems 
	x 
	 

	Understanding of child development and risk indicators for abuse and neglect.   
	x 
	 

	 
	 
	 

	Experience 
	Essential 
	Desirable 

	Excellent communication and interpersonal skills 
	X 
	 

	Ability to work with customer care focus. 
	x 
	 

	Good telephone manner – polite, calm and consistent 
	X 
	 

	Tact, diplomacy, confidentiality and sensitivity. 
	x 
	 

	Good written communication skills. 
	X 
	 

	Good organisation and prioritisation skills 
	x 
	 

	Previous experience of providing information and advice to public.   
	X 
	 

	Experience of maintaining records and databases. 
	X 
	 

	Experience of working in a multi-disciplinary setting 
	 
	X 

	Experience of work with children and/or families 
	X 
	 

	Ability to work as part of a team, a good listener, a sense of responsibility and a positive attitude. 
	X 
	 

	Ability to work under pressure and to deadlines 
	x 
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