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	Job Description

DIRECTORATE:		Social Services and Wellbeing 

DEPARTMENT:	Children and Family Services / Childrens Commissioning & Sufficiency

POST:	Placement Finder 

GRADE OF POST:		GR07

RESPONSIBLE TO:	Commissioning and Contract Management Officer 				(Placements)

JOB PURPOSE: 

Identify a range of placement options for care-experienced children and young people leaving care. Act as a central point of contact for social workers and providers, coordinating placement activity that meets the assessed needs of the child, and ensuring that quality assurance and safety checks are completed. 
Support effective placement matching and decision-making by maintaining up-to-date information systems related to children’s placements, including costs, value for money, and contractual data. 
Work with Bridgend Council’s internal services and a range of independent providers both on and off the children’s commissioning framework, setting up and processing contracts accurately and efficiently.
	
	PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

Placement Finding


· Respond to placement requests from social work teams supporting them to complete all necessary referral paperwork and checking submissions for quality and compliance before distribution to providers.
· Build and maintain strong working relationships with a wide range of placement providers across the children’s placement market.
· Work proactively with social workers and providers to progress placement requests in a timely manner—including in emergency —by looking upstream and horizon scanning to identify potential placements in anticipation of upcoming vacancies.
· Maintain up-to-date knowledge of the external market to support effective matching and placement outcomes.
· Ensure internal systems are kept up to date by monitoring and managing placement vacancies for both in-house and independent foster carers. Keep foster care vacancy/stability data updated and accessible, including sharing live vacancy information with the Emergency Duty Team as appropriate.
· Support the development and maintenance of internal procedures and electronic systems to manage the referral and placement process. Maintain accurate audit trails regarding placement type, provider choice, safeguarding status, quality assurance checks, and cost implications.
· Support team members with placement sourcing in the most complex or urgent cases.
· Liaise with finance officers to provide accurate cost information and placement options within available budgets.
· Coordinate the next steps following a placement offer, including liaising with social workers, providers, and professionals to support a well-managed child transition. This includes arranging pre-placement visits where possible, confirming transport logistics and essential needs, ensuring key documents are shared, and facilitating effective communication between all parties
	


Individual Placement Contracts
· Complete individual placement contracts for both framework and non-framework providers, ensuring that due diligence checks are undertaken and that procurement and compliance procedures are followed in line with corporate and legislative requirements.
· Support social workers to write accurate, proportionate All Wales Placement Referrals that clearly reflect the child’s needs, background, risks, and aspirations to support effective matching and provider understanding.
· Liaise directly with providers to finalise contract details and ensure that all agreements are signed, processed, and distributed promptly once a placement has been confirmed.

Financial Processing & Invoice Management
· Process placement-related invoices promptly and accurately, ensuring that charges align with agreed contractual terms and that discrepancies are resolved efficiently.
· Work with internal finance colleagues, social work teams, and external providers to verify and validate placement-related costs.
· Maintain up-to-date records of all placement costs and financial agreements, ensuring these are auditable and align with the Council’s financial procedures.
· Support forecasting and budget monitoring by providing timely and accurate placement cost data to support commissioning and budget management activities.










GENERAL DUTIES

Health and Safety
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy

Equal Opportunities
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.

Safeguarding
Protecting children, young people or adults at risk is a core responsibility of all employees. Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH.

Review and Right to Vary
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.
CRIMINAL RECORDS CHECK (WHERE APPLICABLE)
This post requires a criminal records check through the Disclosure & Barring Service (DBS)
























Person Specification
Placement Finder 
The following attributes represent the range of skills, abilities and experiences etc. relevant to this position. Applicants are expected to meet the attributes that have been identified as essential.
	
Attributes

	
Requirements
	
Essential
	
Method of Evaluation / Testing

	Qualifications, Education & Training

	· Educated to BTEC / A Level standard or an ability to demonstrate competence through experience.
· Evidence of continuous professional development.
· Qualification in Health & Social Care, Commissioning, or a related field.
· Training in contract management or procurement.
	        Yes


	Application form, production of original qualification certificates.

	Knowledge & Experience
	· Experience of managing placement referrals or similar coordination processes.
· Understanding of safeguarding principles and the needs of care-experienced children and young people.
· Knowledge of fostering, residential, and specialist provision within the children’s placement market.
· Experience of financial processes related to placements, including budgeting and invoice management.
· Awareness of quality assurance, due diligence, and risk management procedures in placement settings.
· Experience of working with independent providers and commissioning frameworks.
	· Knowledge of the All Wales 
	Placement Referral process.
	



	Yes

Yes



Yes


Yes
	Interview, application form, and selection process.

	Knowledge & Experience
(continued)
	· Previous experience of working within a children’s social care environment.
	Yes

	Interview, application form, and selection process

	
	· Familiarity with relevant legislation and national guidance relating to placement commissioning.
	
	

	
	· Understanding of placement sufficiency and market shaping challenges.
	
	

	Skills & Personal Qualities
	· Ability to work proactively, looking upstream to anticipate future placement needs and horizon scan for potential opportunities.
· Strong communication and interpersonal skills to build effective relationships with providers, social workers, and other professionals
· Excellent organisational skills, with the ability to prioritise workload, meet deadlines, and manage complex or urgent cases.
· High attention to detail in handling placement, contractual, and financial information.
· Competent in using IT systems (e.g., Microsoft Office, case management, and finance software).
· Ability to work independently and collaboratively as part of a team.
· Ability to draft clear, concise, and accurate referral documentation and reports.
· Ability to interpret data and contribute to placement intelligence and sufficiency planning.
· Ability to make decisions appropriately.
· Ability to identifying the needs of children and young people.
· Capacity to problem solve whilst working under pressure.
· Ability to build constructive working relationships with colleagues and other agencies.
· Good interpersonal, communication and presentation skills including face to face communication and written work.
· Effective IT skills to maintain computer-based records. E.g. WCCIS.
· Ability to think clearly and to comprehend complex information.
· Ability to work under
	supervision to meet agreed 	targets.
· Ability to demonstrate good organisational skills.
· Ability to communicate through the medium of Welsh.
	Yes



Yes


Yes



Yes


Yes


Yes










Yes

Yes

Yes



Yes

Yes

Yes

Yes
	Interview, application form, and selection process
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