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Job Description

Fostering Recruitment Officer / Family Support Worker 


Overall Purpose

The Fostering Recruitment Officer / Family Support Worker plays a pivotal role in delivering a high-quality fostering service for children by combining recruitment, engagement, and support functions. The Fostering Recruitment Officer / Family Support Worker is a key contributor to the provision of a fostering service for children. You will support the Fostering Recruitment Manager in managing all the local recruitment activity, aiming to effectively meet the sufficiency needs within your allocated TACT area. 

You will receive qualified leads from the central Fostering Information Advisors and will ensure enquiries are managed quickly and effectively.  With warmth and enthusiasm, you will provide enquirers with information about TACT, the responsibilities of foster carers, the recruitment process, eligibility criteria and the support services they will receive in their local area.

You will be the first point of contact for prospective foster carers, providing clear, compassionate, and informative guidance about fostering with TACT. You will conduct initial assessments of enquirers by gathering information and employing analytical skills to process and interpret the information gathered. You will be solution focused, and customer centred by problem solving with enquirers to explore ways of overcoming issues and barriers to becoming a foster carer. 

You will need knowledge of the recruitment of foster carers, the needs of fostered children and the role and responsibilities of foster carers. 

In addition, the role includes providing practical and emotional support to TACT foster families to strengthen and develop their skills and knowledge relevant to supporting children. You will provide practical and emotional support to approved foster families, helping them build capacity to care for children with complex needs. This includes direct work with children and young people, facilitating family time, and supporting carers through transitions and development.  

This is a dynamic and responsive role requiring flexibility, creativity, and a strong commitment to improving outcomes for children and young people. The balance of these tasks will change and develop in line with service needs, therefore flexibility will be required. 




Main Duties
1. Enquiry Management 

· Work in partnership with Fostering Information Advisors and Marketing & Fostering Recruitment Manager to ensure there is adequate protected time and space to receive qualified leads as per organisational minimum requirements.
· Work proactively to meet and exceed enquiry response times, ensuring all enquiries are progressed efficiently within set timescales.   
· Provide enquirers with information about TACT as the agency of choice, the responsibilities of foster carers, the recruitment process, eligibility criteria and the support services they will receive in their local area.
· Manage enquiries by gathering information about their circumstances and employing analytical skills to process and interpret the information gathered.
· Employ a solution focused and customer centred approach by problem solving with enquirers to explore ways of overcoming issues and barriers to becoming a foster carer. 
· Compile reports that include recommendations to Fostering Recruitment Managers regarding suitability to proceed to Initial Home visit. 
· Organise and connect enquirers to local foster carers to promote fostering with TACT.  
· Use TACT’s information management systems to maintain records, track interactions, keep contact information up to date and set tasks and reminders for follow-up within timescales. 
· Support Fostering Recruitment Managers by undertaking Initial Home Visits as and when required. 

2. Community Recruitment Activity 

· Support Fostering Recruitment Managers to organise and deliver recruitment events (community based and online) with willingness to work outside normal hours, including evening and weekend working.
· Proactively identify and connect with local community groups to consistently promote and attract new carers to TACT. 
· Promote and nurture Refer a Friend and word of mouth referrals. 
· Lead on the administrative aspects of the recruitment process, such as booking visits, booking event spaces, organising pre-approval training and liaising with TACT foster carers to support events and initiatives.
· Lead on Initial Home Visits to prospective foster carer soon after enquiry. 

3. Support Application and Assessment Process

· Provide a consistent touch point for applicants throughout their journey with TACT, thus enabling a relational approach to recruitment. 
· Assist applicants and social workers with the application / assessment process, including organising foster carers buddies for the assessment process. 
· Organise fostering panel bookings and ensure assessment documentation is prepared for panel within timescales. 
· Work with social workers and approved carers to support transitions of new foster carers in the first year of approval and beyond. 

4. Family/ Foster carer support

· Develop links and relationships with foster families in order to help identify their support needs, through home visits, attendance at carer wellbeing groups and being a part of the wider team. 
· Offer direct and practical support to foster families such as childcare, transporting children to school, Family time/ Contact, attending meetings, taking young people for days out and other activities.
· Offer support that will contribute to Foster home stability or skill development for the YP in terms of their behaviour, self-regulation and self-esteem, social skills etc.
· If/when required, support and supervise family time arrangements for the children/young people and their birth families.
· Facilitate alongside the TACT EAP, the organisation of YP and foster family events.
· Organise and carry out specific 1:1 activity with children and young people, including group participation sessions.
· Support new carers, raising development needs with the relevant SSW
· Ensure that any safeguarding issues are immediately brought to the attention of the SSW/Manager.
· To keep accurate records of work undertaken, complete appropriate reports etc in line with TACT’s policies and procedures.
· There will be a requirement for this role to work around the needs of our foster families outside core hours and would be necessary to be available for some evenings and weekends.
· Flexibility to supporting the development of fostering recruitment and support service 
· Undertake any other duties, that may reasonably be requested.



5. Other 

· Provide and report on key performance data and information to evidence that targets and statutory timescales are being met. 
· Collaborate with colleagues across TACT, including the Recruitment Development Manager, to implement TACT’s recruitment strategies and achieve the agreed objectives/targets.
· Identify trends and share feedback to help improve recruitment strategies.
· Maintain up to date role knowledge by remaining aware of regulations, knowledge about becoming a foster carer, TACT as an agency of choice and pursuing learning and development opportunities. 
· Take a high degree of personal responsibility for your work and personal development.
· May be required to work across regions to cover for other Fostering Recruitment Officers as required to meet the business needs.
· Willing to be adaptable, flexible to meeting the needs of children and young people. 
·  Willing to be open to support the developmental needs of the service. 


	PERSON SPECIFICATION
	E (Essential) D (Desirable)

	
Education / Qualifications

· English and Maths GCSE or equivalent grade C/5 or above, or good standard of literacy and numeracy. 
	


E

	
Experience

· Experience in a customer service, recruitment or sales/marketing role in a relevant setting.
· Experience of working with and engaging a wide range of community groups and organisations. 
· Proficiency in using Microsoft Windows Applications (including Outlook, SharePoint, Teams, Word and Excel) 
· Proficiency in using CHARMS or similar Systems

	



D

E

E

D

	
Knowledge
	

	· Knowledge and understanding of foster care; including process of becoming a foster carer and the role and responsibilities of foster carers. 
· Knowledge and understanding of the children’s care system; including the needs of children, the impact of trauma and the role that TACT plays in meeting the needs of those children.
· Understanding of how equality and diversity may impact others
· Understanding of and commitment to the requirements of safeguarding children and vulnerable adults and promoting their welfare.
· Knowledge and understanding of data protection and information security.
	D

D

E
E
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Ability and Skills
	

	· Excellent communication skills, both verbal and written, with the ability to engage with individuals from diverse backgrounds.
· Strong interpersonal skills, including empathy, interpersonal curiosity, and the ability to build rapport. 
· Excellent organisational and time management skills, with the ability to prioritise tasks effectively. 
· Ability to work independently as well as part of a team and with colleagues across departments. 
· Ability to gather and analyse information and use this for providing clear recommendations and decisions. 
· Proven track record of meeting or exceeding targets.
	E
E
E
E
E
D




	
Work Related Personal Attributes

	

	· Self-motivated and proactive; search for and identify opportunities and show initiative. 
· A genuine interest in recruiting foster carers and supporting TACT’s mission to improve the lives of children. 
· Active listening skills.
· Motivated to learn and develop knowledge, skills and abilities.
· A positive and flexible attitude to change and continual improvement. 
· A commitment to and knowledge and understanding of Equal Opportunities and Anti-Discriminatory Practice.
· Ability to make effective use of supervision.
· Can relate well to children and young people. 
· Ability to work as a member of team.
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E
E
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Other
· Willing to work outside normal hours, work flexibly, including evening and weekend working.
· Willing to travel to complete visits to prospective foster carers and to collaborate with TACT colleagues. 
· The use of a car that is suitable for transporting children /foster carers. 
· An Enhanced DBS is required for this position.
	
E E
E
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