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Job Description and Person Specification
 

Recruitment & Retention Coordinator

	Department 
	Children’s Services

	Service 
	Regional Fostering Hub

	Grade
	G 

	Reports to
	Service Manager, Regional Fostering Hub

	Responsible for 
	No staff managed



	Job Purpose 

	To undertake recruitment activities for the East Region Fostering Hub, in successfully recruiting new foster carers to meet the increasing need of our children & young people in care. 

This position will support the fostering service to respond to all fostering enquiries, undertake initial assessments, lead events and act as the front door to the combined authorities fostering service. 


	Context  

	The post will be located within the Children’s Services, Family Help and High Needs Directorate as part of the Fostering Recruitment and Retention Hub (recruiting and retaining foster carers across the East Region)




	Accountabilities 

	Participate in an effective duty service for the Fostering East, Regional Hub, responding to email and social media enquiries, answering the telephone, emailing out information packs and ensuring all call backs are made to keep in touch with enquirers. 


	Liaising with colleagues to organise appointments for initial visits and maintain the CRM System of all enquiries. This will ensure that call backs are made to every enquiry and stay in touch measures are in place to enable contact with anyone who has enquired to the fostering hub.


	To undertake promotional activities across the Region in partnership with the 11 Local Authorities in marketing. This will include stalls at public events, staffing fostering information sessions, leafleting, posters and banners distribution and social media updates.


	To complete records of work undertaken and maintain electronic files in accordance with departmental and service policies, procedures and guidance.


	To represent the team and Region at meetings and events including meetings with partners and stakeholders.  


	To demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.


	To work as part of a team, attend and contribute to team meetings and ongoing service development.


	To be able to work flexibly in response to service needs including weekends and evenings.




Person specification

	Essential skills and abilities

	Ability to communicate effectively with all stakeholders (including service users and parent/carers) specifically in contentious situations.

Ability to negotiate, organise and deliver events across the county to promote fostering. 

Capable of swiftly meeting timescales and ensuring effective responses to issues and situations are delivered.

Excellent methods of prioritising an ever-changing workload.

Ability to be creative and link this back to our value base. 

Ability to meet the needs of the service within the constraints of the budget available and the impact of this on all services.


	Knowledge/Experience

	Essential
Experience of working and understanding of Children’s Social Care services and process.  

Experience of working in partnership with colleagues, other statutory agencies/professionals and families/carers including all stakeholders

Experience of negotiating, influencing and challenging 

An understanding of databases and IT systems, including an understanding of using IT to improve productivity and capacity.

	Desirable
Working knowledge/understanding of the regulatory framework of Ofsted or CQC.








	Qualifications

	Mandatory 
5 GCSEs Grade A-E or equivalent 

Level 2 Business Administration or equivalent 

OR relevant work experience in a similar role.

	Indicative
Continuous professional development or continued learning.






	Other Job Information 

	The post holder will be required to travel as part of their duties, as this post is part of the Regional Fostering Hub, travel will include to all LAs within the hub.

You may be required to work out of hours.




The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.


General Information
The job description details the main outcomes of the job and will be updated if these outcomes change.

All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regard to the needs of our customers and the diverse community we serve. 

Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.


Rewards and Benefits at Norfolk County Council

We offer a range of benefits working for Norfolk County Council, visit our Rewards and Benefits page to find out more. 

To view further information visit our Recruitment information for candidates pages.
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