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	[bookmark: Position_Title:_Post_Adoption_Coordinato]Position Title:		
	Outreach and Education Specialist

	Reports to:		
	FCS Coordinator

	Department:		
	Foster Care Services

	Position Status:	
	Full-time Exempt




	[bookmark: Position_Responsibilities:]JOB DESCRIPTION


The Foster Care Recruiter develops and implements a recruiting plan to reach families interested in fostering children who have been removed from their birth families. This position is critical to ensuring a consistent flow of potential foster and adoptive families for children who are in the TMC of the state.  This staff will use social media, educational presentations and community events to communicate the opportunities and expectations for foster care families. This position will screen prospective families using video chats as well as face to face interviews to determine their eligibility as foster parents.  This staff manages foster care volunteers and supports foster families through appreciation events and activities.

	Position Responsibilities:



· As a part of the foster care team, keep on top of changing trends and successes to ensure recruitment efforts are targeted to reach a wide audience of prospective foster families.

· Quickly respond to interested families and set up initial screening and orientation to determine their eligibility to move forward in the licensing process.

· Schedule and conduct weekly group orientations to answer general licensing questions and provide information about fostering through Hope Cottage.

· Document all contacts with interested families and follow up with supervisor to share family contact information for families that meet general criteria to apply to be foster parents.

· Develop a recruiting plan that includes current and former Hope Cottage foster families to engage them in outreach to new families.

· Research and find community events that are likely to have potential foster families in attendance and include FC volunteers to maximize Hope Cottage presence at those events.

· Develop relationships with potential corporate sponsors to identify opportunities for recruiting foster parents.

· Manage calendar of recruitment events and ensure those are posted to Hope Cottage website and social media as appropriate.

· Review monthly outreach and social media plan with supervisor and submit approved material to Development for social media postings.

· Conduct ongoing outreach for foster parent families in Dallas, Denton, Grayson, Rockwall, and surrounding counties.

· Participate in routine JIM Meetings and Region 3 recruiting events.

· Coordinate with the Development Director to create and maintain FCS marketing materials in print and digital format to meet recruiting needs.

· Coordinate with supervisor and the Development department to develop campaigns for Child Abuse Prevention Month, National Adoption Month and others as warranted.

· Develop and manage a foster care services volunteer group to assist with special events and recruitment.

· Schedule quarterly meetings to keep volunteers engaged with Hope Cottage and offer educational opportunities for foster parents.

· Plan and implement foster parent and foster care volunteers appreciation events as approved by manager.

· Under the direction of the Foster Care Services Coordinator, develop and implement curriculum that addresses issues and challenges for children in foster care and meets TEA certification for Continuing Education.

· Manage and conduct presentations for corporations within the scope of foster care education.

Compliance

· Maintains program client files to ensure compliance with TDFPS licensing standards, contract requirements, and Hope Cottage Policy and Procedures.
· Uses effective time-management skills to ensure activities meet targeted goals.
· Completes trainings to meet DFPS minimum annual requirements.
· Completes case notes and documents services within timeframe agreed upon with supervisor, including updating Case Book and Briteworks.

TEAM

· Participates in rotation assignment of the on call phone to respond to CPS and families outside normal working hours.
· Supports FCS team in accepting other duties as assigned by supervisor.
· Forms strong working relationships within team and treats each other with respect
· Accepts other duties to support the program and the agency as assigned.	
· Ensures compliance with all organization policies, guidelines, and procedures
· Maintains a neat and clean appearance, always.
· Brings problems to the attention of the supervisor; is willing to ask for help.
· Maintains confidentiality of client information 100% of the time.
· Consistently follows Hope Cottage code of honor.







	Education, Skills and Qualifications:



· Bachelor’s degree in relevant human services field, master’s level preferred.
· Ability to become knowledgeable about foster care and TDFS minimum standards
· Exceptional client service; is sociable and friendly and has a genuine desire to serve clients.
· Comfortable in presenting to small and large audiences, whether in person or online in virtual meetings.
· Is skilled in keeping audiences engaged and interested in informative presentations.
· Excellent verbal and written communication skills; ensures that information is passed on to others who should be kept informed.
· Strong listening skills; assesses families’ emotional and physical readiness to parent a child.
· Possesses sound judgment; maintains a calm, tactful demeanor when dealing with difficult situations.
· Must be self-directed and self-motivated to perform job activities
· Ability to follow instructions and complete documents in an efficient and organized manner and practice a high degree of confidentiality.
· Prioritizes responsibilities to achieve desired results.
· Proficient in Microsoft Office, Outlook, database programs, and web based software.
· Demonstrates attention to detail
· Must be fluent in English language.
· Possess a valid Texas driver’s license and auto liability insurance to meet state minimum requirements
· [bookmark: I_have_been_given_a_copy_of_this_documen]Work within the guidelines for privacy as set down by HIPAA regulations.



























Physical Requirements
	NP	Not Present
	O	Occasional (Up to25% of time)					 			F	Frequent (26%-74% of time)
	C	Constant (75% or more of time)
Check All That Apply	References
	Requirements
	NP
	O
	F
	C
	

	Standing/Walking: Remaining on one’s feet in an upright position or moving about in a work area.
	
	
	X

	
	

	Sitting: Remaining in a normal seated position.
	
	
	X
	
	

	Carrying: Moving an object usually by holding it in hands or arms, or on shoulders.
	
	
x
	
	
	
Up to 25 lbs.

	Lifting: Raising an object from one level to another with hands or arms and/or shoulders, back and legs
	
	
x
	
	
	
Up to 25 lbs.

	Pushing/Pulling: Exerting force upon an object so that object moves away from/towards the force.
	
	
x
	
	
	

	Travel: Requires traveling; must have reliable transportation.
	
	      
	
X
	
	

	Stooping; Bending body downward and forward by bending spine at waist.
	
	
	
	
x
	

	Reaching; Extending hands or arms in any direction.
	
	
	
	
 x
	

	Handling; Seizing, holding, grasping, turning or otherwise performing precision work with hands.
	
	
	
	
x
	

	Bending/Twisting; Continual intermittent twisting of the spine.
	
	
	
	
x
	

	Talking; Expressing or exchanging ideas by means of the spoken word.
	
	
	
	
x
	

	Hearing; Receiving detailed information through oral communication.
	
	
	
	
x
	

	Vision; Clarity of vision at near or far distances.
	
	
	
	x
	

	Computer usage or other special equipment operated.
	
	
	
	
x
	




I acknowledge that my employment relationship with Hope Cottage unless otherwise provided in writing, shall be defined as “employment at will”, where either party may dissolve the relationship at any time.

I have reviewed this job description and understand that it is my responsibility to perform up to the high standards set forth by Hope Cottage.



	Employee acknowledgement
	
	Date      
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