CHILDREN’S SERVICES
JOB DESCRIPTION
	Post Title:
	Marketing & Recruitment Officer (Fostering)

	Post Ref:
	D86

	Grade:
	H

	Responsible to:
	The Fostering Service Unit Manager.
The post will also have professional and technical support from the corporate marketing manager.


	
	

	Job title:
	Marketing and Recruitment Officer

	Grade:
	Grade H – SP 29-34 £32,029 - £36,876 full-time, all-year round

	Location of work:
	The Denton Centre, Tameside 

	Directly responsible to:
	Fostering Service Unit Manager 

	Directly responsible for:
	Recruitment of Foster Carers in Tameside and tasks associated with this.

	Hours of duty:
	36
This will include evening and weekend work according to the needs of the service

	Primary purpose of the job:
	1. To work within the Fostering Teams with a specific role to develop and implement an effective annual recruitment strategy for the Fostering Team that aims to ensure that foster families are available for the whole range of children identified as in need of foster care.

2. To work closely with the Fostering Team providing reports and data on recruitment

3. To work with internal and external partners in developing polices which support fostering.  

4. To increase the council’s ability to meet the needs of looked after children in need of foster families without undue delay.

5. To increase the choice of placements for looked after children.

6. To ensure that enquiries from members of the public wishing to consider fostering receive a courteous, efficient and timely response and are provided with high quality, relevant information to assist them with the process.

7. To arrange recruitment events /opportunities for fostering in Tameside to be promoted, presenting presentations as required. 

8. Work closely with colleagues in Tameside Communications Team in relation to advertising campaigns and materials.

9. Work with the Private Fostering officer, to undertake activities including production of a strategy and materials to promote private fostering.

10. Work with authorities within the North West and Greater Manchester on a regional or individual basis to develop recruitment opportunities.

This service is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	Post ref no:
	D86


Job Purpose:

To plan and co-ordinate marketing, promotional and recruitment campaigns and other activities, that result in the successful recruitment of foster carers for Tameside MBC
Main duties and responsibilities/accountabilities
1. To plan, implement and monitor an effective integrated communications strategy that will directly result in successful recruitment of prospective foster carers. 
2. To work alongside the Service Unity Manager, Fostering Team Manager and designated Practice Manager, to develop a recruitment strategy for the Fostering Service.

3. To organise recruitment campaigns to meet specific needs or in response to national initiatives e.g. Fostering Fortnight,. 
4. To support fostering in the retention of foster carers.

5. Create media opportunities and develop a proactive PR programme that will secure positive media coverage in and outside of the borough, to highlight Tameside MBC need for foster carers.
6. Plan and deliver an annual calendar of promotional events. To be responsible for the management and maintenance of the fostering website, as well as providing analysis and statistics to inform future campaigns.
7. To work with the fostering team on recruiting or identifying potential families for specific children in need of long term foster placements

8. To liaise with children’s social workers and fostering social workers to produce high quality, accurate profiles of children for advertising and publicity purposes.

9. To work alongside designated administrative and IT staff to ensure a recruitment database is maintained which is accurate and fit for purpose.

10. Develop marketing materials and advertising to support foster carer recruitment.

11. Develop and produce promotional materials aimed at recruitment of carers for specific children for example, DVD production and photographs. And individual foster carer profiles.
12. Present and facilitate fostering recruitment retention events.
13.  To liaise with the Service Manager, Fostering and/or Practice Manager, regarding monitoring of the advertising and recruitment budget, including analysis of best value as part of the recruitment strategies.

14. Monitor and evaluate activities against targets and timescales.

15. Monitor and provide timely feedback on the effectiveness of individual campaigns. 

16. Maintain regular liaison with the Fostering Service Manager and the Corporate Marketing Manager to ensure effective and satisfactory marketing service delivery.

17. Work closely with counter-parts in other Local authorities and public sector partner organisations to ensure co-ordinated delivery of promotions and campaigns related to fostering recruitment.

18. Develop a specialist interest in fostering campaigns and monitor related activity in other organisations and nationally to help inform Tameside’s recruitment plan.

19. Produce reports which detail the activity and outcomes of the communications and recruitment strategy.

20. Maintain confidentiality.
21. To work in accordance with the requirements of legislation, regulation and National Standards in fostering.

22. To undertake such duties and responsibilities commensurate with the grading and nature of the post. 

23. To take reasonable care of your own health and safety and co-operate with management, so far is necessary, to enable compliance with the authorities health and safety rules and legislative requirements.

24. To enhance the department’s image within the Authority by promoting awareness of services and achievements and encourage greater participation.

25. To undertake such personal training as may be deemed necessary to meet the duties   and responsibilities of the post.

26. Whilst this job description provides a summary of functions and responsibilities of the post, this may need to be adapted or adjusted to meet changing circumstances.  Such changes would be commensurate with the grading of the post.
27. This post is subject to an enhanced disclosure from the Disclosure & Barring Service.
28. This job description outlines the main activities of the post holder. It is not meant to be, nor is it, an exhaustive or exclusive list of specific duties and activities. The post holder will be expected to undertake any duties which could reasonably be construed as being within the remit of the post and which arise out of changes in legislation, regulations, orders, rules and working practices, methods and procedures and reviews as directed from time to time. 

CHILDREN’S SERVICES 

PERSON SPECIFICATION 
	Post Title:
	Marketing & Recruitment Officer (Fostering )

	Post Ref:
	D86


	Job title
	Grade
	Directorate
	Location

	Marketing and Recruitment Officer FILLIN "Job Title" \* MERGEFORMAT 
	Grade H SP 29-34 FILLIN "Grade" \* MERGEFORMAT 
	Children’s Services
	The Denton Centre, Denton.


Whilst all criteria below are important, those under the Essential heading are the key requirements. You should pay particular attention to these areas and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.
















        

           (*See grid overleaf)

	Essential criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1. 
	Excellent written and verbal communication skills 
	A/I/P

	2. 
	Relevant qualification in marketing and communications or project management (HNC/D, Diploma or Certificate in Marketing) 
	A

	3. 
	Ability to generate positive interest in fostering within the general public, the media and prospective carers
	I/P

	4. 
	Ability to work as part of a team and co-work effectively with a range of people at all levels both within and outside the Directorate.
	I/E

	5. 
	Ability to understand the role and responsibilities of foster carers, the impact of fostering on families and the needs and vulnerabilities of looked after children.
	A/I/P

	6. 
	Creative skills and the ability to innovate and develop ideas
	A/I/P

	7. 
	The ability to think strategically, analyse complex issues and develop practical effective solutions
	I

	8. 
	Good organisational skills and the ability to plan work effectively to meet deadlines.
	A/I

	9. 
	Ability to liaise and negotiate with the media in order to obtain good and cost effective services.
	A/I

	10. 
	Excellent IT skills including word processing, spread sheets, databases, email, internet browsers, social media, search engine optimisation (SEO) and business specific ICT systems
	A/P

	11. 
	Ability to handle personal issues sensitively and understand the importance of confidentiality
	I

	12. 
	An ability to promote equality, diversity and the rights of individuals and groups
	A/I

	13. 
	Ability to collect and interpret statistical data
	I/

	14. 
	Ability and willingness to work flexible hours including evening and weekend work where necessary.
	A

	15. 
	Experience in marketing/communications 
	A/I

	16. 
	Good presentation skills
	A/I


	Desirable criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1.
	Experience of working in the Fostering field.
	A

	2.
	To be degree educated
	

	3.
	Possession of a recognised qualification 
	A/C

	
	
	

	
	
	

	
	
	


	Completed by
	Date
	Approved by
	Date

	Glen Perryman
	January 2020
	
	


Method of assessment (* M.O.A.)

A = Application form,    C = Certificate,    E = Exercise,    I = Interview,    P = Presentation,    T = Test,    AC = Assessment centre


