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 Manchester City of Sanctuary
C/o Boaz Trust

1st Floor, 110 Oldham Road

Manchester 

M4 6AG

Manchester City of Sanctuary is recruiting a worker to help cultivate a culture of welcome for sanctuary seekers (Asylum Seekers and Refugees) in Greater Manchester. Manchester City of Sanctuary aims to help spread the City of Sanctuary network in Manchester; making in united in being a welcoming City, which is proud to be a place of safety, and which includes people seeking sanctuary fully in community life. This post is funded by the Big Lottery.
	Position
	Freelance Sessional Worker

	Reporting to
	Steering Group

	Hours
	7.5 hours per week (flexible)

	Term
	12 months Fixed Term

	Rate
	£500 per month

	Deadline
	 22nd January 2014 (midnight)


Areas of Responsibility:
1.
Co-ordination of Conversation Club and Drop-in (at least 2 per month)
a.
Developing Materials

b.
Venue Booking

c.
Organising external speakers

d.
Communication with sanctuary seekers/Publicising events and activities 
e.
Liaising with specialist support providers (such as counselling services, health advocacy, etc.)
2.
Building the Movement 

Increasing the number of City of Sanctuary pledges through engagement with organisations, businesses, statutory agencies and community groups.

3.
Coordinate Volunteers
4.
Organise/Co-ordinate Two Community Events
These events are aimed at educating the public and spreading positive messages and practical ideas about creating a culture of welcome for sanctuary seekers in Manchester.
5.
Attendance at Bi-monthly Steering Group Meetings
6.
Record Keeping
a.
Finances: reimbursing travel expenses and keeping records of other expenditure

b.
Work record: keeping a weekly time record of work undertaken.

7.
Maintaining Manchester City of Sanctuary’s web presence and mailing list
a.
Sending out emails to supporters.
b.
Maintaining the Manchester City of Sanctuary’s website by uploading events, meetings, stories  and articles.

Person Specification:

Essential Skills/Qualities:

•
Some knowledge of Sanctuary Seekers’ lives and the challenges they face

•
Good communication skills

•
Basic finance and record keeping skills

•
Self-motivated and enthusiastic

•
Positive and personable

•
A strong commitment to equality and diversity

•
Excellent time management skills

•
Competent IT skills

•
Flexible approach to work and good at using initiative

•
Delegation skills

Desirable Skills/Qualities:
•
Able to manage and recruit volunteers

•
Experience delivering ESOL/training/ teaching 

•
Experience working with community groups

•
Good presentation and letter writing skills

Interview:
Date: Monday, 27th January 2014
Time: 6pm-8pm

Venue:  St. Peter’s Chaplaincy, University of Manchester, The Precinct Centre, Oxford Road, Manchester, M13 9GH

Candidates should send a CV and covering letter (no longer than 2 sides of A4)  that explains how your experience and skills meet the above description and specification. 
Please send applications to: manchester@cityofsanctuary.org
OR

Recruitment

Manchester City of Sanctuary

c/o 1st Floor, Richmond House

11 Richmond Grove

Ardwick

Manchester

M13 0LN
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LOTTERY FUNDED





Website: www.cityofsanctuary.org/manchester

Email: manchester@cityofsanctuary.org
Group-Spaces Mailing List: http://groupspaces.com/CityofSanctuaryManchester/
(For all the latest updates and meeting notices)

