[image: ]	Job Specification: Administration and Referrals Manager
Aims:
· To manage and coordinate the referrals process efficiently from enquiry to placement
· To provide high-quality administrative support across the organisation
· To ensure accurate data management and compliance with safeguarding and data protection requirements
Key responsibilities:
· Act as the first point of contact for referral enquiries
· Process referrals, ensuring all required information and documentation is complete
· Liaise with local authorities, schools, and external agencies regarding placements
· Maintain accurate and up-to-date records on internal systems
· Track referral progress and provide regular updates to relevant stakeholders
· Support the allocation of learners to appropriate programmes
· Assist in compiling reports, data analysis, and monitoring outcomes
· Ensure compliance with safeguarding, confidentiality, and GDPR requirements
· Provide general administrative support including scheduling, documentation, and communication
Other duties:
· Support wider operational and administrative functions as required
· Contribute to continuous improvement of referral and administrative processes
· Attend team meetings, training, and professional development sessions
· Assist with audits and quality assurance processes

The duties and responsibilities outlined above are not exhaustive. The postholder may be required to perform other reasonable tasks, projects, or duties appropriate to their skills and role, as directed by their line manager or senior leaders within Muve Futures, to support the operational needs of the organisation.
All staff within Muve Futures are expected to promote and safeguard the welfare of children and young people you are responsible for, or come into contact with, in accordance with our Safeguarding Policies.
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