
 
 

 

 
 
 
Job:  Placement Officer  
Reports To:  Lead Placement Officer 
Hours of Work:  37.5 
Supervisory Responsibilities:  No 
Travel Required:  Yes 

 
 
 
MAIN PURPOSE OF ROLE 
To ensure the provision of excellent service delivery when dealing with colleagues, foster carers and local 
authorities by ensuring that all referrals of children for the fostering service or children’s homes are responded to 
efficiently and timely and with a determination to secure safe placements.   
 
ESSENTIAL DUTY 
To ensure all referrals and placements are processed efficiently in liaison with social work personnel and that 
matching considerations are adhered to as stipulated as per regulatory and business requirements, together with 
the completion of all relevant paperwork and accurate data input. 

 
KEY ACTIVITIES 

DAY TO DAY 
1. To respond professionally and promptly to all referrals received from local authorities who are 

seeking placements for children for foster care or residential services. 
2. Liaise with foster carers, social workers, residential services and local authorities regarding referrals 

and placements. 
3. To consider cross-regional placements as appropriate – maintaining open communication with other 

local office placement teams associated to the group. 
4. To actively promote available foster carers, residential vacancies / services to local authorities – 

sending out regular availability updates whilst also maintaining active telephone communication, 
customer relationship development. 

5. To ensure foster carer profiles are completed and kept up-to-date.  
6. Liaise with managers about funding levels to be charged for placements. 
7. Manage, organise and update relevant data using database applications. 
8. To manage all aspects of data inputting in relation to placement activity i.e. referrals of children, new 

placements, placement moves and placements ends. 
9. To undertake regular system audits, chasing missing documentation as appropriate. 
10. On a daily, weekly and monthly basis provide accurate data and statistics in relation to placements 

and referrals. 
11. To provide accurate data as required for tenders, returns, ofsted datasets etc., 
12. To liaise and report on a regular basis with immediate Line Manager to ensure adequate admin 

support and consistency of placements, advising any concerns or issues. 
13. Attendance at meetings as directed. 
14. To be proactive in working towards and beyond the expectations of internal / external inspections. 
15. Be aware of and work towards up-to-date guidance and statutory regulations in relation to the 

effective administration of the Agency. 
16. Work within deadlines and respond in a flexible way to the changing demands of the Agency.   
17. Respond sensitively and professionally in supporting and maintaining good relationships with 

colleagues and all contacts who work in partnership with the agency. 

JOB DESCRIPTION 



 
 

 

18. Develop personal skills and capability through on-going training as provided internally by the 
company or externally subject to Company approval and as agreed with your Line Manager. 

19. To provide cover in the absence of other administrative staff. 
 

 
SAFEGUARDING 
1. Attend safeguarding training as offered by the organization 
2. Ensure full compliance within your role to safeguarding policies and procedures  
 
BUSINESS/COMMERCIAL 
1. Assist in the coordination of new service developments with the Head of Placements/ Lead 

Placement Officer 
2. To be an effective advocate for Compass, promoting a positive image to maintain our high standards 

and positive reputation 
 
ORGANISATIONAL 
1. To work within the provisions of the Data Protection Act, observing strict confidentiality in relation to 

all aspects of work undertaken. 
2. To be an effective advocate for Compass, promoting a positive image to maintain our high standards 

and positive reputation 
3. The post holder will be expected to competently use electronic systems effectively   
4. The post holder will be expected to comply with Equal Opportunities Policy and Procedure in all 

employment practices and all other policies within the employee handbook 
5. Ensuring compliance with safeguarding procedures, throughout all work within the Company, 

keeping the manager informed of work in progress and inform the manager immediately of any child 
protection matter or serious complaint. 

6. The nature of the agency business means that tasks and responsibilities are sometimes 
unpredictable.  Staff are therefore expected to work flexibly when the occasion arises. 

7.  Regular travel to other Compass Community offices will be required. 
 
 


