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JOB DESCRIPTION
	JOB TITLE:
	Marketing & Recruitment Officer 

	RESPONSIBLE TO:
	Head of Service  

	SALARY:
	£28k

	HOURS:
	Full-time 37.5 hours per week 


JOB SUMMARY

The Marketing & Recruitment Officer will work closely with the Social Work teams and Senior Managers to:
· .To promote and market  the agency recruiting new foster carers
· To ensure placement growth in line with set targets and business plans. To represent the agency , promoting placements growth and undertaking associated administrative functions.
· To support the Head of Service and central services through the provision of reports and intelligence about the needs of customers.

Core Recruitment Tasks

1. To manage the Carer Recruitment Pipeline based on set targets and objectives of the division, which includes supporting staff involved in the recruitment process to deliver set targets.

2. To develop marketing and advertising plans in consultation with senior managers and placements staff based on intelligence from commercial and customer needs.

3. Liaise with internal staff and existing carers in order to develop annual marketing plans and activities to ensure effective recruitment of foster carers.

4. To develop an internal and external communications plan for agencies in the division to generate awareness for stakeholders. i.e. Newsletters and Bulletins

5. Co-ordinate the initial enquiry system to ensure efficient service delivery to potential carers and liaise with area teams and recruitment staff to track initial enquiries to allocation of Form F assessments and carers approved at panel.
6. Coordination and completion of initial home visits in line with divisional expectations.
7. To work effectively with media agencies, SEOs and marketing experts to implement advertising and marketing campaigns. Additionally, the post holder will identify opportunities for positive media coverage, partnerships and sponsorships in order to generate interest and promote the services of CareTech and individual agencies.

8. Ensure that an appropriate range of literature and promotional goods are available, to design and produce new materials for specific campaigns and events.

9. Plan and deliver effective campaigns, promotional events and exhibitions to generate interest from prospective applicants, and evaluate the success of these campaigns which involves reporting to senior managers.

10. To ensure full compliance with organisational Policies, Procedures and Guidelines for assessing potential foster carers. To ensure management is proactively updated on all matters relating to practice, compliance and outcomes.

11. Plan and lead on information evenings to recruit new foster carers 

12. Plan and coordinate skills to foster training for new applicants

ADMINISTRATION, FINANCE AND BUSINESS INFORMATION SYSTEM (CHARMS)

1. Identify and implement necessary administrative systems pertaining to the post to enhance the running of the marketing and recruitment department and maintain existing systems.

2. Keep all confidential data secure in line with Policy and Procedures.

3. Have a working knowledge of finances relating to the marketing budget
4. Write an annual marketing plan 
5. Provide input to regional business planning.

6. Accurately input information concerning Children and Young people and carers onto the CHARMS database. 

7. Utilise the database fully to obtain management information.

HEALTH AND SAFETY

1. Health and Safety management in line with agency policies and procedures.
2. To ensure the office areas are kept tidy and all areas are safe in line with agency policies and procedures.
GENERAL DUTIES AND RESPONSIBILITIES

1. To answer the telephone promptly and deal with enquiries in a helpful and courteous manner, being aware of the need to maintain confidentiality at all times regarding carers, young persons and staff.

2. To ensure an efficient service is provided to foster carers, young people and external service users.
3. To ensure that the CHARMS database reflects relevant and up to date information on stakeholders.
4. To maintain a good rapport/relations between internal and external customers of the Service. 

5. Attend and participate at management, agency and team meetings, this includes carer support groups and sector led forums.
6. Take an active and professional role in the continuing development of the marketing and recruitment service and wider team.

7. Provide statistical reports for management and teams in relation to the carer pipeling and Communicate with a wide range of audiences including staff, foster carers and Local Authorities.

Key Performance Indicators (KPI’s)

· Carer pipeline targets are to be met and exceeded
· The CHARMS database will be up to date and reports must reflect significant information on children and young people.
· Information capturing will take place on a daily basis and the management Team will be able to access information as and when required.
· Time-keeping, time-management and performance will be monitored on an ongoing basis and as part of supervision.
ADDITIONAL DUTIES

It is the nature of work of Fostering Support Group that tasks and responsibilities are, in many circumstances, unpredictable and varied.  All staff are, therefore, expected to work in a flexible way when the occasion arises where tasks are not specifically covered in the Job Description have to be undertaken.

Signed


……………………………………

Date
………………………………

(Job Holder)

Signed 

(Line Manager)

……………………………………

Date
………………………………

Fostering Support Group are registered with DBS and makes use of their Disclosure Services, which facilitate the checking of individuals’ criminal records by employers where such individuals are to occupy ‘positions of trust’. You will be required to consent to and apply for a standard/enhanced disclosure at regular intervals during your employment in this post and any offer of employment is provisional and conditional on the satisfactory outcome of the Disclosure check. This is because this role involves access to children and young people and/ or sensitive data. As Outlook and FSG are exempt from the Rehabilitation of Offenders Act 1974 it will be provided with details of all convictions (even those considered as spent), cautions, bind-overs or other non conviction information being shown on the Disclosure Certificate. From late 2010 those occupying certain positions may also be required to register with the Independent Safeguarding Authority/ Protecting Vulnerable Groups Scheme or equivalent body. 
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Note to Applicant:  When completing your application form you should demonstrate the extent to which you have the necessary education, experience, knowledge and skills identified for the post.
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	Education/ Qualifications
	

	· GCSE/ equivalent in mathematics, or ability to demonstrate numerical skills
	Desirable
	
	(
	
	(
	(

	Experience/ Training
	

	· Direct and indirect sales and marketing and sales experience
	Essential
	(
	(
	(
	(
	

	· Experience of working in social services, welfare or care environment
	Desirable
	(
	(
	(
	
	

	· Ability to compose clear, accurate and concise reports, letters and memos
	Essential
	(
	(
	(
	
	

	· Experience of working with financial systems
	Essential
	(
	(
	(
	
	

	· To be able to evidence an understanding of the use of IT and electronic communications including the use of Microsoft Office in particular Word, Excel and Outlook email
	Essential
	(
	(
	(
	(
	

	Knowledge
	

	· A good working knowledge of relevant child care legislation and family placement regulations or willingness to undertake immediate and on-going training in relation to this aspect of the role
	Desirable
	
	(
	(
	
	(

	· A good working knowledge of effective administrative systems and processes
	Essential
	(
	(
	(
	
	

	Personal Qualities
	

	· Ability to communicate clearly and sensitively with young people and adults at all levels
	Essential
	
	
	(
	
	

	· Ability to negotiate with customers and understand their needs
	Essential
	(
	(
	(
	(
	

	· Be able to demonstrate effective communication in writing
	Essential
	(
	(
	
	(
	

	· Ability to plan an organise
	Essential
	
	(
	(
	
	

	· Ability to work on own initiative and as part of a team
	Essential
	
	(
	(
	
	

	· Reliability, flexibility and dependability
	Essential
	
	
	(
	
	

	· Ability to create a positive working environment where people  have the opportunity to reach their potential
	Essential
	
	
	(
	
	

	· Ability to work under minimal supervision and to make appropriate decisions
	Essential
	
	
	(
	
	

	· Ability to work in partnership with placing authorities.
	Essential
	
	(
	(
	
	

	· Ability to maintain confidentiality
	Essential
	
	(
	(
	
	

	· Ability to work under pressure and handle changing priorities
	Essential
	(
	(
	(
	
	


PERSON SPECIFICATION


REFERRALS & PLACEMENT OFFICER
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