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Job Title: Placements Officer - ResidentialJOB DESCRIPTION

Location: TBC
Reports to: Placements Manager
Hours of work: 37.5
Supervisory Responsibilities:  No

MAIN PURPOSE OF ROLE
The Placements Officer is responsible for screening referrals from Local Authorities and coordinating placements across Children’s Homes. The role involves securing appropriate homes placements with tailored packages of care and managing the associated contractual arrangements.
The post holder will manage multiple searches across England and Wales and must prioritise effectively, especially when emergency placements arise. They will provide excellent customer service to colleagues, regional managers, home managers, and Local Authority partners, ensuring high-volume referrals are handled promptly, accurately, and with a focus on securing safe placements for children and young people.
Although based Rustington, the Placements Officer works as part of the wider national   placements Service, supporting shared inboxes and providing cross-regional placement support. The role requires strong communication, organisational skills, resilience, and the ability to work well in a fast-paced environment.

ESSENTIAL PURPOSE
The Placements Officer will respond to placement requests, identify suitable placement options, build strong relationships with Local Authority Placement Teams, promote service vacancies, and complete related administrative and contractual tasks.
This role suits a proactive candidate with experience in administration, customer service or sales, and who is confident managing competing demands while maintaining high standards of accuracy and professionalism.
Key attributes include strong organisational skills, the ability to prioritise, and the ability to work effectively under pressure.

KEY ACTIVITIES
Day-to-Day Responsibilities
· Screen and analyse child referrals, identifying key information and responding promptly and professionally.
· Liaise with stakeholders including home managers, social workers, head teachers, residential services and Local Authorities to progress referrals and placements.
· Build and maintain strong working knowledge of commissioners, children’s homes and schools, including their capacity and suitability.
· Work closely with internal teams to identify child–service matches and make appropriate offers to Local Authorities.
· Consider cross-regional placement options as required.
· Promote available homes, and services through regular updates and proactive communication to Local Authorities.
· Liaise with home managers and to confirm required funding levels for placements.
· Maintain accurate records and data across relevant systems.
· Manage all data entry linked to referrals and placements on internal information systems.
· Complete regular system audits and follow up on missing documentation.
· Produce accurate daily, weekly and monthly data reports on referrals and placements.
· Provide regular updates to the Line Manager regarding workload, risks, and placement progress.
· Attend internal and external meetings as required.
· Work flexibly and meet deadlines in line with changing service needs.
· Engage in ongoing training and development as agreed with the Line Manager.
· Provide cover for colleagues during absence.

SAFEGUARDING
· Attend safeguarding training provided by the organisation.
· Ensure full compliance with safeguarding policies and procedures at all times.

BUSINESS / COMMERCIAL RESPONSIBILITIES
· Act as a positive ambassador for Compass Community, maintaining high professional standards and supporting the organisation’s reputation.

ORGANISATIONAL RESPONSIBILITIES
· Work in line with Data Protection legislation and maintain confidentiality at all times.
· Promote and work within the Compass Community values and principles.
· Use electronic systems confidently and effectively.
· Comply with the organisation’s Equal Opportunities Policy and all other policies within the Employee Handbook.
· Demonstrate flexibility in response to the changing needs of the service.
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