
 
 

 

 

 
 

Coventry City Council Job Description 

Job Title: Fostering Recruitment Worker Job Number: L3667D 
 

Service: 

 
Location: 

Children’s Services 

 
City Wide 

Post Number: 

 
Grade: Grade 5 

 
 
 
 

 

Our values: 
We expect everyone who works for us to be committed to our One Coventry values and to share our 
commitment to becoming a more diverse and inclusive organisation. 

 

Job Purpose: 
 

1. To work as part of the recruitment team to undertake fostering marketing and recruitment 
activities, including devising and working to agreed marketing and recruitment project plans. 

 

2. To act as a first point of contact with responsibility for progressing enquiries from prospective 

foster carers. Providing appropriate information, assessment and support. 

3. To operate a system of following up enquiries through undertaking home visits and reporting 
on the outcome of these visits and relevant checks and references. Devising and working with 
systems to ensure these visits are effective. 

4. To deliver individual and group presentations and foster carer training programs. 

 

Main Duties and Responsibilities: 
 

1. Work within, local and national guidance, policies and procedures in relation to children and 

families. 

2. Manage a caseload of fostering applications by: 

• Building a strong relationship of trust with fostering applicants and partners, demonstrating 
a customer focussed approach. 

• Completing the initial assessment of potential foster carers by gathering information and 
compiling a report to provide analysis and recommendations to Team Managers and 
fostering applicants. 

• Devising and managing systems and evaluations tools which support the timely and 
effective assessment and preparation of fostering families. 

• Regularly monitoring and evaluating the progress of the marketing and recruitment 
activities in accordance with the Marketing Plan. 

3. Preparing and delivering appropriate presentations regarding foster carer recruitment to a range 
of internal and external audiences. 



4. Involvement in creating contents for relevant websites and social media accounts, to 
include targeted advertising and responding to customer communication. 



 
 

5. Devising and delivering a range of marketing and communication materials which assist in the 

recruitment of fostering families for Coventry City Council. 

6. Contributing to a range of reports both verbally and in writing as required (e.g. Social Worker 

assessment reports). 

7. Actively participating in supervision and personal development and performance sessions as 

outlined in the departmental policy as well as identify and attend personal and team training. 
 

8. Contributing positively to continued development and improvement of the Service by active 

participation in meetings and achieve the objectives of the service. 
 

9. Maintain up to date and accurate manual and computer records, in line with departmental 
regulations and the recording policy. 

 

10. The post holder should be willing to work flexibly outside office hours including, evenings and 
weekends to meet the needs of the service (this is expected to be around twice a month). 

 
11. Any other duties and responsibilities within the range of the salary grade. 

 
The post holder must comply with Coventry City Council’s health and safety policy and in particular is 

required:- 

• To take reasonable care for their own health and safety at work and of those who may be 
affected by their actions or by their omissions. 

• To cooperate with their line manager and senior management, to work safely, to comply with 
health and safety instructions and information and undertake appropriate health and safety 
training as required. 

• Not to intentionally or recklessly interfere with or misuse anything provided in the interests of 
health, safety and welfare. 

• To report to their manager any health and safety concerns, hazardous condition or defect in the 
health and safety arrangements. 

 
Any further Health and Safety responsibilities relevant to this post will be set out in the offer 

letter and Written Statement of Particulars. 

 
The post holder must comply with the Interagency procedures of the Safeguarding Boards and 
Coventry City Council’s policies for safeguarding children and safeguarding adults and in particular is 
required:- 

• To ensure they are aware of the signs that may suggest a child or vulnerable adult is being 
abused or neglected. 

• To report to their manager, or other appropriate manager, any concerns they may have that 
suggest that a child or vulnerable adult may be being abused or neglected immediately. 

 
Any further Safeguarding Board responsibilities relevant to this post will be set out in the offer 

letter and Written Statement of Particulars. 
 

Post holders will be accountable for carrying out all duties and responsibilities with due regard to the 

City Council's Workforce Diversity and Inclusion Policy. 

Duties which include processing of any personal data must be undertaken within the corporate data 
protection guidelines. 
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