[image: ]Foster Carer Recruitment Administrator  

[image: ]

Role Purpose:
The Foster Carer Recruitment Administrator plays a pivotal role in supporting the end-to-end assessment process for prospective foster carers. This is a fast-paced, detail-oriented position where you will take ownership of obtaining and managing all statutory checks, references, and supporting documentation, ensuring these are completed accurately and within strict deadlines. Acting as a key point of contact for external professionals, including local authorities, you will proactively liaise via email and telephone to gather essential information, while maintaining a high standard of professionalism and sensitivity throughout.
Working closely with Assessing Social Workers and Assessment Managers, you will autonomously manage a caseload, driving applications forward and contributing to recruitment pipeline meetings by providing clear updates on progress. A critical part of the role involves reviewing references and checks, identifying and escalating any safeguarding concerns, and following up where further detail is required. You will also be responsible for maintaining accurate records across internal systems and spreadsheets, completing audits and checklists, and collating comprehensive panel documentation—ensuring each assessment is fully prepared for panel consideration.

Responsibilities
· Obtaining, initiating, and proactively managing all statutory checks, references, and required documentation within strict timescales.
· Acting as a key liaison point with local authorities and external professionals via email and telephone to gather required information for fostering assessments.
· Reviewing references and checks thoroughly, identifying and escalating any safeguarding concerns or discrepancies promptly to relevant managers.
· Requesting further information or clarification where references or checks are incomplete, insufficient, or do not meet required standards.
· Supporting applicants throughout their recruitment and assessment journey, ensuring a smooth and positive experience.
· Working closely with Assessing Social Workers, Assessment Managers, and wider recruitment teams to ensure assessments progress efficiently.
· Contributing to recruitment pipeline meetings, providing updates on the progress of checks, references, and assessments.
· Managing and progressing a caseload autonomously, ensuring all tasks are prioritised effectively and deadlines are met.
· Maintaining accurate, up-to-date records on internal systems (e.g. Charms) and tracking spreadsheets.
· Completing required checklists, audits, and compliance documentation to ensure regulatory standards are met.
· Preparing and collating all required documentation for fostering panel, ensuring panel packs are complete, accurate, and submitted on time.



Safeguarding Children
Safeguarding Children is central to all that By the Bridge does. The Foster Carer Recruitment Administrator is responsible for maintaining high safeguarding standards throughout the recruitment process. This includes carefully reviewing all statutory checks, references, and documentation to identify any concerns, inconsistencies, or risks, and escalating these promptly to the Assessment Manager. 

The role requires strict adherence to safer recruitment practices, handling sensitive information confidentially, and maintaining accurate records to support compliance. By contributing to audits and quality assurance processes, the postholder plays a key role in ensuring that only suitable applicants progress, always prioritising the safety and wellbeing of children.

The Recruitment Administrator will be required to undertake mandatory online safeguarding training within their induction period.


Person Specification

Essential Skills and Experience

· Proven experience in an administrative role, with strong organisational skills.
· Experience working within fostering, adoption, or children’s social care.
· Excellent time management skills, with the ability to prioritise and manage competing demands effectively.
· Strong attention to detail, with the ability to manage multiple tasks simultaneously while maintaining accuracy.
· A proactive, solution-focused approach with the ability to identify issues.
· Excellent written and verbal communication skills, with the ability to communicate professionally with a range of internal and external stakeholders.
· Demonstrated ability to work to deadlines and manage a busy workload in a fast-paced environment.
· A high standard of customer service, with a professional and approachable manner.
· Confident IT skills, including the use of Microsoft Word, Excel, and database systems (e.g. Charms or similar).
· Ability to handle sensitive and confidential information with discretion and professionalism.


Personal Attributes

· Highly organised and methodical in approach
· Reliable, self-motivated, and able to work autonomously
· Strong team player with a collaborative approach
· Resilient and able to work under pressure
· Committed to safeguarding and promoting the welfare of children
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