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Job Description 

Job title:

Referral Co-ordinator 
Reports to:
Deputy CEO
Hours:
15 hours per week over 2 days
Salary:

£25,991 FTE
Location: 
Hybrid – office / home based
Contract: 
         Permanent
Start date: 
1st October 2024
NB This post is exclusively funded through the Devon County Council (DCC) Devon Advocacy Service contract to deliver advocacy services in accordance with the DCC specification. 
This role requires a DBS Disclosure.
Background/context 

Living Options Devon (LOD) is a charity and a company limited by guarantee founded in 1990. Our vision is of a fully informed, accessible and inclusive society in which every individual has the choice and opportunity to achieve their full potential and take part as an equal and valued citizen. 

LOD aims to ensure that people with disabilities and Deaf people who use sign language can make an active and equal contribution in society. Specifically we:

· Encourage people to feel more informed, valued and confident to take part in society through relevant training and support;

· Enable people to identify priorities and develop user-led services;

· Engage people in effective communication with local/national service commissioners and providers; and

· Empower people to raise awareness of what society needs to do to provide equality of opportunity both locally and nationally.

We operate a culture of open communication, empowerment and development, where individual differences and abilities are respected and people are encouraged to achieve their full potential.

We strive to be user-led in all that we do, enabling disabled and Deaf people to influence and manage our full range of services and operations. 

Devon Advocacy Service Profile

The Devon Advocacy Consortium is commissioned by Devon County Council and Torbay & South Devon NHS Foundation Trust to provide high quality statutory advocacy services across Devon and Torbay.  People accessing the service include vulnerable adults with complex health or social care needs due to physical, learning or sensory disability, Deafness (for whom British Sign Language is their first or preferred language), mental health needs, Acquired Brain Injury and / or general frailty.  
The aim of the Devon Advocacy Consortium (which is made up of a number of local specialist providers) is to provide a joined up advocacy service which meets the needs of vulnerable people across Devon and Torbay. 

The Definition of ‘Advocacy’

“Advocacy is taking action to help people say what they want, secure their rights, represent their interests and obtain services they need.  Advocates and advocacy schemes work in partnership with the people they support and take their side”. (Quality Standards for Advocacy Schemes, Action for Advocacy.
Job Profile
We are seeking an enthusiastic individual to undertake the role of Referral Co-ordinator. The successful applicant will work with colleagues to provide a Single Point of Contact (SPOC) for health and social care professionals and members of the public who wish to make a referral or enquiry during normal working hours (Monday – Thursday 9am-5pm, Friday 9am-4.30pm). 

As the first point of contact for referrals to the service the Referral Co-ordinator will handle incoming phone calls, emails and on-line enquiries, triaging and allocating referrals to appropriate partner organisations.
Key responsibilities and tasks
· To handle incoming phone calls and emails, including both referrals and enquiries to the service. 

· To ensure referrals are processed in a timely manner in line with contract requirements. 

· To ensure complete and accurate recording of referral information including client demographic data on the advocacy database. 

· To forward eligible referrals to the relevant advocacy provider within the consortium.
· To liaise with referrers and other officers within statutory services to clarify information, request additional information, or discuss the appropriateness of the referral where necessary. 

· To raise safeguarding alerts to the relevant statutory authorities when appropriate. 

· To signpost callers and enquirers to alternative support where appropriate. 
· To work with the Deputy CEO in producing quarterly reports for the service.
General duties
· To undertake an initial training and induction programme.

· To undertake mandatory training as required.

· To take part in individual supervision, appraisals, personal development and performance reviews as required.

· To participate in team development.

· To attend and participate in regular staff meetings.
· To support the learning and practice of other members of the Advocacy team as appropriate.
· To be aware of, and comply with, the policies and procedures of the organisation at all times.

· To work within the organisation’s principles of equal opportunities.

· To perform other duties that may be required by the employer to provide effective advocacy to clients and to ensure the efficient running of the organisation.
The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with LOD’s Equal Opportunities Policy.

All LOD job descriptions will be kept under review.

	Person Specification
	Essential
	Desirable

	Knowledge and Qualifications

	Good general higher education
	(
	

	High level of literacy and numeracy
	(
	

	Good understanding of the principles of advocacy
	
	(

	Proven understanding of the needs of people with disabilities or Deaf people
	
	(

	Good working knowledge of statutory and voluntary services
	
	(

	Understanding of the issues around Safeguarding and confidentiality
	(
	

	Knowledge of relevant current legislation (e.g. Care Act, Mental Capacity Act, Mental Health Act)
	
	(

	Computer literate with knowledge of Word, Excel, Outlook and use of internet
	(
	

	Experience

	Experience of using database systems
	(
	

	Experience of working with people with complex problems
	
	(

	Experience of empowering people
	
	(

	Experience of working within health and social care
	
	(

	
	
	(

	Skills

	Strong problem solving skills
	(
	

	Excellent interpersonal and communication skills with service users, professionals and others
	(
	

	Accurate reporting skills
	(
	

	Good creativity skills
	(
	

	Effective organisational skills and ability to manage competing demands
	(
	

	Able to work under pressure, prioritise and meet deadlines
	(
	

	Other

	Commitment to the values and policies of LOD
	(
	

	Willingness to act as a team player but motivated when working alone
	(
	

	Flexible and co-operative attitude to work routine 
	(
	

	Interest in disability and Deaf issues
	(
	

	Personal experience of disability or Deafness
	
	(
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