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Compass Fostering
Job Description – Assessment Recruitment Officer (2025)
	

Role: Foster Carer Recruitment Officer – Assessments (12 Month fixed term contact) 
Office Location: Rustington, South
Report to: Foster Carer Recruitment Manager
Hours of Work: 37.5 per week 
Manager Responsibilities: No 
Travel Required (outside of office): No 

Purpose of the Role
To ensure the timely and effective progression of prospective foster carers from initial visit through to assessment, by overseeing quality assurance of initial visit reports, managing allocations, and providing coordinated support to assessing social workers and the wider Recruitment Team.
Key Responsibilities
· Maintain a thorough understanding of the foster carer recruitment process and identify opportunities to improve efficiency and effectiveness.
· Hold overarching responsibility for initial visit quality assurance and allocations into assessment.
· Report directly to the Foster Carer Recruitment Manager (FCRM).
· Provide ad-hoc support to Recruitment Officers for enquiries and carer recommendations.
· Support Assessing Social Workers with assessment availability and invoicing processes.
· Work in line with the Compass Fostering Recruitment Strategy and Policies aligned to this and within Government regulations and requirements in the recruitment of foster carers. 
Daily Responsibilities:
· Quality Assure all initial visit reports uploaded by the Independent Social Workers 
· Have overarching decision making on the progression of applicants from Initial Visit – Into Assessment 
· Maintain regular communication touch points with applicants about the progression of their application 
· Maintain regular communication and feedback to Social Workers regarding their initial visits, reports and available assessments 
· Allocate applicants into assessment on Compass’ in-house data base, communicating to the Recruitment Administrators and Panel & Assessment Team of the assessment details
Weekly Responsibilities:
· Provide weekly updates to the FCRM for statistical information and feedback on quality of applicants coming through 
· Identify any areas for recruitment for assessing social workers and liaise with recruitment and marketing to ensure that we have a consistent pipeline of assessing social workers to meet demand. 
· Ensure new assessing social workers are welcomed into Compass, added to the Social Worker map and invited to attend their induction training 
· Approve Social Worker invoices for Initial Visit completion in line with the Initial Visit Schedule of Work
· Ensure any finance queries or delayed payments are followed up and escalated appropriately 
Monthly Responsibilities:
· Provide a monthly update for Initial Visits, Carer Recommendations, Parent & Child Interest and overall into assessment figures 
· Ensure the Social Worker map and contact list is up to date
· Regularly liaise with the Panel & Assessment Team to obtain updates on Assessing Social Worker status, including those on hold, unavailable, or exiting the organisation.
· Liaise with Social Workers for updates on their availability to pick up assessments
ADHOC Responsibilities:
· Provide support to the Recruitment Officer team with new enquiries completing Application Forms and booking Initial Visits 
· Provide support to the Recruitment Officer team for Carer Recommendations following events 
· Attend monthly team meetings with the Recruitment Officer and Recruitment Administration team
Person & Role Specification:
· Work in accordance with the Data Protection Act, maintaining strict confidentiality in all aspects of work. 
· Uphold confidentiality agreements, responding sensitively and professionally when supporting colleagues and maintaining professional relationships with all contacts. 
· Demonstrate awareness of equal opportunities, working positively towards anti-discriminatory and anti-racist practice. 
· Represent Compass Fostering in a professional and positive manner at all times. 

	 
PERSON SPECIFICATION 

	Requirements 
	Essential 
	Desirable 

	Excellent written and communication skills. 
	[image: Checkmark with solid fill]
	  

	Able to work to tight deadlines and prioritise workloads. 
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	Ability to work on own initiative through effective time management 
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	Strong and effective communication and interpersonal skills with colleagues and other stakeholders – working in collaboration with others. 
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	Commitment to continuous improvement and development of the service. 
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	Ability to participate and function professionally in meetings. 
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	Commitment to the behaviours and values recognised by the company in relation to integrity, honesty, reliability and compassion. 
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	Have a strong understanding of the foster carer recruitment process and government regulations associated with this. 
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