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	Job Title  
Location                             
Responsible to    
	Booking Coordinator
Homebased   

	Responsible for   
	Operations Manager  

	Management  
Responsibility for  
  
Key Internal Contacts    
	Not applicable
  
Other staff within the clinical team    
Staff within the education/care team  
Staff in other departments within the service    
Staff in other services in the Region    
Central Office Staff   
  

	Key External Contacts    
	   


    Other Authorities
   Carers / Parents / Guardians
 
JOB PURPOSE   
As the primary point of contact for clients, the Booking Coordinator manages the end-to-end reservation process and serves as the vital link between stakeholders, including Local Authorities, families, and our clinical and education teams. In this pivotal role, you will drive daily operations by optimising resource allocation, from therapy sessions to multi-agency meetings, while upholding world-class service standards, administrative precision, and professional codes of conduct.
  

KEY RESPONSIBILITIES: 
  
· Reservation Management: Handle a high volume of enquiries via phone, email, and online portals, accurately inputting details into our booking system (Zanda).
· Calendar Optimisation: Proactively manage schedules to maximise capacity and prevent overbooking, ensuring a smooth transition between slots.
· Stakeholder Liaison: Coordinate between clients and internal teams (e.g. clinical teams, education teams, multi-agency) to confirm logistics and special requirements.
· Documentation: Maintain up-to-date records of all bookings, cancellations, and reschedules, providing regular reports on activity and waiting times.
· Problem Resolution: Act quickly to resolve scheduling conflicts, last-minute changes, or customer complaints with professionalism and empathy.

Required Skills
· Organisational Mastery: Proven ability to multitask and prioritise a heavy workload in a fast-paced environment.
· Excellent Communication: Strong verbal and written skills for diplomatic negotiation and clear liaison.
· Technological Proficiency: Experience with industry-standard booking software and Microsoft Office.
· Attention to Detail: Precision in data entry and a commitment to maintaining accurate records.
· Customer-Centric Mindset: A passion for delivering excellent service and building long-term client relationships.

Personal Qualities
· Resilience: Ability to remain calm and focused under pressure or when dealing with urgent requests.
· Adaptability: A flexible approach to work hours and changing priorities.
· Proactive Problem Solver: Initiative to identify bottlenecks and suggest improvements to the booking workflow.

Standard Responsibilities:
There are several standard duties and responsibilities that all employees, irrespective of their role and level of seniority within OFG Group are expected to be familiar with and adhere to.

· Leads, manages, and participates in an annual performance review programme
· Works, always, in accordance with the policies and procedures of the OFG Group and statutory regulations applicable to the Group.
· Observes, always, strict rules of confidentiality appropriate to the post.
· To always comply with the requirements of Health and Safety Regulations to ensure their own wellbeing and that of their colleagues.
· OFG Group is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expect all employees to work in accordance with this.
· [bookmark: _Hlk36106641]Ability to work attentively and accurately with data inputting
Undertakes other duties as assigned.

[bookmark: _Hlk219297776]Essential Criteria: 
· English and Mathematics Level 2 or Equivalent.
· IT literate.
· Previous administration experience reporting to senior level.
· Ability to use own initiative and work unsupervised.
· Experience of working in a clinical environment desirable. 
· Thrives in a fast-paced school environment.
· Brings strong organisational, communication, and problem-solving skills.
· Takes pride in delivering a reliable, efficient, and supportive service.
  
The above serves as a guide and is not an exhaustive list of duties and responsibilities: the postholder may be required to undertake other duties as reasonably required by their Line Manager / Lead Clinician / Clinical Operational Lead. This job description will be reviewed regularly in the light of changing service requirements and any such changes will be discussed with the postholder.  
  
I have read through the job description and agree to perform the duties as outlined above   
  
Job Holder’s signature    
  
Name: _______________________________   
  
  
  
Signed: ______________________________                      Date: ________________   
   

Signed on behalf of the OFG Group   
   
Name:   _____________________________                       Title:  ________________  
  
Signed: _____________________________                        Date: ________________  
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