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JOB DESCRIPTION 


	Job Details

	Job Title:
	Home Finding Support Administration

	Team/Department:
	Business Development 

	Reports to:
	Business Development Director/Home Finding Lead
	Location:
	Hybrid with travel as required

	Appointment period:
	Permanent
	Hours
	37.5



	Job Purpose

	With over 3,000 referrals received in 2023, our Home Finding Support team is an integral part of Bedspace, established to help identify and match a suitable home for the people we care and support, hopefully being their home for many years! First impressions matter to Bedspace and our people!

You will liaise with local authorities on new home finding referrals and any changes to current home situations e.g. moving services. You will assess suitability of new home referrals with the support of internal management. You will be responsible with overseeing the keeping in touch internally and externally with follow-ups on all incoming home referrals and existing homes including any moves.

Very importantly, you will ensure local authorities are kept up to date with all due diligence/healthy and safety compliance for new home finding placements and for the homes they live in.



	Main Duties & Responsibilities

	1. Act as the ‘Lead’ point of contact for referral requests coming into the organisation.
2. To line manager the Home Finding Support Team reporting into the Director of Business Development.
3. Accurately monitor and record the number and type of referrals coming into the business from local authorities.
4. Produce relevant reports on referral types, numbers and conversion rates for Senior
5. Management as required, and to help develop and enhance our quality of service.
6. To provide quality assessment and response to all referrals, passing the relevant
7. information on to the correct managers and Director of Business Development.
8. Ensuring the keeping on top of the progress of referrals that have been requested, chasing the relevant parties for responses when required.
9. Provide support to Management on referral enquiries as and when required.
10. Monitor the referrals inbox.
11. Liaise with other departments as required, ensuring communication about referral levels is maintained so all areas of the business are prepared for increased demand.
12. To act as the verbal liaison as necessary with centralised local authority teams, maintaining a positive and professional impression of the company.
13. To make an active contribution to the development, review, and implementation of process improvements.



The above list of responsibilities is not exhaustive and the jobholder may be required to undertake other duties commensurate with the level of the role, as reasonably requested by their line manager. This job description sets out the duties of the post at the time it was drawn up. Such duties may vary from time to time without changing the general character of the duties or level of the responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the post.

	Person Specification

	1. High administrative and IT knowledge of Microsoft Office and co-ordination skills with great attention to detail and accuracy.
1. Great people skills - communication, listening and influencing skills, you’ll have an ability to work with a range of people – local authorities, various departments in the business, senior managers, and team managers.
1. To make an active contribution to the development, review, and implementation of process improvements.
1. To act as the lead verbal liaison and conduit with centralised local authority teams, maintaining a positive and professional impression of the company.
1. Knowledge of local authorities and the referral process.
1. Knowledge of safeguarding procedures
1. Strong understanding of GDPR legislation.





This table lists the essential and desirable requirements needed in order to perform the job effectively.   Candidates will be shortlisted based on the extent to which they meet these requirements.

	
	Requirements
	Essential / Desirable

	Qualifications
	Excellent, communication skills and methodical approach.
	E

	
	NVQ Level 3 in Administration or equivalent 
	D

	
	Full UK Driving Licence
	D

	Knowledge
	Experience of working in an administration or sales role.
	E

	
	Experience of working in a similar industry.
	E

	
	Knowledge of local authorities and the referral process.
	D

	
	Knowledge of safeguarding procedures
	D

	
	Strong understanding of GDPR legislation.
	D

	Competencies
	Excellent, communication skills and methodical approach.
	E

	
	Advanced customer service skills.
	E

	
	Ability to deal with competing demands.
	E

	
	Ability to work to tight deadlines
	E

	
	ICT skills including knowledge of Microsoft Office.
	E

	
	High attention to detail and accuracy.
	E



Essential requirements are those, without which, the post holder would not be able to fulfil the responsibilities of the role.

Desirable requirements are those which would be useful for the post holder to possess and will be considered when more than one applicant meets the essential requirements.

This post will be subject to a satisfactory Criminal Record Check from the Disclosure and Barring Service (England & Wales). If you require further information regarding this check, please contact careers@bedspace.co.uk
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