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THE WELCOMING PROJECT - STREAMS OF SANCTUARY COORDINATOR

JOB DESCRIPTION
Hours: 17.5 per week (0.5 of full time)

Salary:  £24,646 pro rata (equivalent to Local Government Scale NJC Point 29; subject to annual increment and review each April after the first year in post)

Holiday entitlement: 12 days (plus Bank holidays) (24 days pro rata)  
Based: UK – must be prepared to travel 
Reporting to: National Coordinator and Board of Trustees
Contract: 2 years (with 3 months probation)
The Streams of Sanctuary Coordinator will support the City of Sanctuary team in building the City of Sanctuary movement throughout the UK.  In particular, he/she will support the development and empowerment of Streams of Sanctuary within the City of Sanctuary network.

 The Streams of Sanctuary Coordinator will report regularly to the National Coordinator and trustees and participate in face to face as well as telephone and Skype meetings.
ROLE DESCRIPTION

1. Supporting Existing Streams
At present the strongest streams are Schools of Sanctuary and Health Stream of Sanctuary, both of which held national conferences in late 2013. These streams are both run by local volunteers and the coordinator will help to identify and create resources that can be shared across the network for these streams, working closely with the national team and local groups.  Support will include helping streams to implement the key guidelines of Learn, Embed and Share as outlined in the Developing a Culture of Welcome paper, and organising web materials and resources so that they can easily be made accessible to groups and exchanged between groups.  
2. Supporting New Streams

New streams are emerging all the time, the most recent being Maternity Stream of Sanctuary, the New Arrivals Projects, Theatre and the Arts and Faith. The desire for a Sports Stream to be set up has frequently been expressed. Streams usually arise from one or two local groups working in that particular sector. The coordinator will be in close touch with the network, visit local groups, and attend some local group meetings, in order to give any support needed as these new streams arise. We do not anticipate that any streams will be initiated by the national organisation.
3. Supporting Local groups

The Coordinator will work closely with local groups which are developing or want to develop “Streams of Sanctuary” (such as in the schools, health, arts, and with new arrivals) and “Sanctuary Awards”. Sanctuary Awards (certificates awarded to local institutions to acknowledge their work in supporting sanctuary) have proved an effective tool for helping institutions and people working and studying within them to learn the truth about refugees, meet and see the positive contribution refugees bring to society, and plan specific actions to make their culture more welcoming and inclusive. 

4. Administrative and Communications Tasks

The Streams of Sanctuary Coordinator will work with the project administrator and the National Coordinator to ensure the keeping all records of the project including finance and written reports to the funder, Unbound Philanthropy. 

They will work with the Web Developers, trustees and local coordinators to ensure the regular updating the City of Sanctuary website, the circulation of Streams of Sanctuary news to relevant networks, and the use of social networking and other new media to promote key messages.
PROJECT OUTCOMES AND OUTPUTS
The Streams of Sanctuary Coordinator will work with the City of Sanctuary national team and trustees and local groups, ensuring that the project outputs are achieved and that the project is effectively oriented. 

The practical outputs of the two-year project will be:

• Schools:  Schools of Sanctuary groups established in 12 cities and towns with 30 awarded “Schools of Sanctuary” across the country; host an annual conference attended by 50 people in strategically selected locations; train 20 refugees and asylum seekers per annum as schools speakers; form a national advisory group and promote schools of sanctuary in a national education seminar.

• Health: host two health conferences with 50 attendees each; active groups established in at least 10 cities and towns, and eight Sanctuary Awards in health services.

• Arts and Culture: award 10 theatres or other arts initiatives spread across at least eight cities and towns.

• New Arrivals: conduct visits to and establish contacts in all five Initial Accommodation Centres (this is dependent on the future of Home Office accommodation contracts); negotiate with the providers on how welcome and sanctuary activities could be embedded into the life of the residents there; ‘welcome to…’ projects established in 10 dispersal cities and towns through partnership working.
Anticipated Outcomes: 

1. Established sanctuary values (welcome, understanding and inclusion) and practices in the sectors of education, health services, the arts, and in all practices around arrival and reception of new asylum seekers in various cities across the UK. 

2. Established and strengthened practical activities of awareness raising and welcome in local areas.

3. Refugees and asylum seekers have increased understanding of the services that are available to them (especially in education and health streams) where CoS operates and are better integrated, with a higher likelihood to access services and use their skills

4. The work of partner organizations is enhanced.
Support and Supervision 

The Trustees have appointed a sub group responsible for Human Resources, who will oversee and develop all management, supervision and support arrangements. Within this group there will be a designated trustee who will work with the National Coordinator to support and supervise the Streams of Sanctuary Coordinator.

Health & Safety
 The Streams of Sanctuary Coordinator will be responsible for cooperating with the National Coordinator and trustees in delivering all legal responsibilities in respect of their own health and safety whilst at work, as well as that of their colleagues, volunteers and others.  The Streams of Sanctuary Coordinator should carry out risk assessments of their own work and especially of their workstation to ensure that they do not expose themselves or others to unnecessary risk.

Equal Opportunities Statement
 As part of its recruitment policy, City of Sanctuary intends to ensure that no prospective or actual employee is discriminated against on the basis of race, sex, nationality, marital status, sexual orientation, employment status, class, disability, age, religious belief or political persuasion, or is disadvantaged by any condition or requirement which is not demonstrably justifiable.

Personal Effectiveness
 With the support of the national co-ordinator and trustees, the post-holder will need to effectively manage their own workload and medium and long term plans and objectives.

 PERSON SPECIFICATION FOR STREAMS OF SANCTUARY COORDINATOR 
	SKILLS/KNOWLEDGE
	ASSESSMENT
	E/D

	Clear understanding of and sympathy with the vision and aims of the City of Sanctuary movement and the role of streams 
	Application form, interview
	E

	Clear understanding of the asylum and refugee process, the changes going on and the need for sanctuary
	Application, interview
	E

	Clear understanding of the principles of learn, embed and share  and of the role of Streams of Sanctuary
	
	

	Ability to relate to and work with a wide range of people and to organise meetings and conferences
	Application, interview
	E

	Organised person able to prioritize and self-manage
	Application, interview
	E

	Excellent IT, email and communication skills including report writing, social networking, and creating and inputting content for web pages
	Application form and samples of work
	E

	Facilitation, public speaking and meeting organisation skills
	Interview and presentation
	E

	Proven skills in project management and reporting, administration, organisation and basic finance work 
	Application, references
	E

	Good knowledge of the scope of the refugee sector across UK, the current changes 
	Application, interview
	D

	
	
	

	EXPERIENCE
	
	

	Involvement in a commitment to the City of Sanctuary movement, preferably through involvement in a local group and stream
	Application, interview
	D

	Experience in working with refugees and asylum seekers
	Application, Interview
	E

	Experience in addressing groups of people in a variety of settings
	Application, interview, presentation
	E

	Experience in media, website and communications work
	Application, interview
	D

	Wide network of relevant contacts across the country
	Application
	D

	Experience of project management
	Application, interview
	E

	Proven experience of organising conferences and events.
	Application, interview, references
	E

	Experience of successful partnership working
	Application, interview
	D

	Experience of direct relevance to at least one of the streams
	Application, interview
	D

	
	
	

	PERSONAL QUALITIES
	
	

	Multi tasker with a sense of humour and ability to get on with people
	Application,Interview, references
	E

	Organised person with the ability to work across several streams and many locations
	Application, interview
	E

	Person of energy and enthusiasm
	Application,Interview, references
	E

	Able to adapt to changing situations and cope with varied work programme
	Application,Interview, references
	E

	Creative thinker with a flair for seeing and developing new possibilities
	Application, Interview
	E

	Good listener – someone able to bring out the positive and encourage others
	Application, interview
	E

	Flexible person who is committed to a team but can work alone and self motivate, and prepared to travel
	Application, interview, references
	E


APPLICATION PROCESS

Please apply for this post by sending us a letter clearly stating how you believe you meet the criteria above and why you are interested in this post. Please also include an up-to-date CV. Applications should be sent by email to tiffy@cityofsanctuary.org to arrive no later than 17th January 2014. Please include the names and contact details of two referees.
Interviews will take place during the last week of January 2014.
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