JOB VACANCY

 Refugee New Arrivals Project 

are looking for a 

Temporary, Part-time Project Worker 

3 - 4 months/14–21 hours per week(negotiable)
to start as soon as possible
Salary range £21,937-  £25,940 (pro rata, based on 35hrs per week full-time equivalent)

We are looking for an experienced IAG/Careers Advisor (preferably qualified to NVQ3; ideally  to NVQ4), to help refugees and asylum-seekers into employment, education, training and volunteering in Sheffield, Barnsley and Rotherham 

Secondments considered (prior agreement required from employer)

See job description and person specification below. Background information is given in the email attachment sent with this circular.  Applicants need to send (i) a CV and (ii) a supporting  letter which should be word processed in font pt.12, with a maximum length of 2 pages.

The letter must:

· say why you think you are suitable for this post and why you are interested in applying
· demonstrate, with practical examples, how you think you meet criteria numbers 1,2, 9, 10 and 11 in the Person Specification (questions may be asked in interview with respect to the other criteria listed in the Person Specification)

· say when you would be available to start, for how many hours and the duration of time you are available for

The CV must:

· give daytime and evening telephone contact details, including mobile if applicable

· give the names, contact details including telephone numbers of referees (at least one of whom should be your current or most recent employer)

Completed Applications:

Email applications to: admin@new-arrivals.org.uk or post to Refugee New Arrivals Project, Scotia Works, Leadmill Road, SHEFFIELD S1 4SE, to arrive no later than 5pm on Thursday November 13th . Please note that interviews will be on Thursday 20th November and those short listed for interview will be informed by Monday 17th November, at the latest. Emailed applications will receive an acknowledgement of receipt from us. If you do not receive this, please contact us immediately as you cannot assume that we have received your application. Please do not leave it until the last minute before emailing applications, to allow for the possibility of delays in emails arriving.

REFUGEE NEW ARRIVALS PROJECT

PERSON SPECIFICATION AND JOB DESCRIPTION FOR 

TEMPORARY, PART-TIME PROJECT WORKER POST

Important Information Relating to This Vacancy:

· In view of the short-term nature of the post, we require someone who is experienced and capable of working independently.

· Although all Project Workers work to the overall Generic Job Description below, staff have specific areas of responsibility within it. We envisage this post focussing on supporting our delivery of Information, Advice and Guidance to help refugees and asylum seekers access employment, education, training and volunteering. However, the post holder may also be required to support our Volunteer Work Placement programme and/or other areas of our work, as outlined in the Generic Job Description.

· We are awaiting the outcomes of funding bids; hence, we are only able to offer this post on a temporary, part-time basis and have decided to advertise solely via local networks. Should funding be secured, a new post will be created, which will be openly advertised.

	Person Specification
	Essential/

Desirable

	Skills/Knowledge
	

	1.  Knowledge and understanding of issues facing asylum seekers and refugees, in particular in relation to employment and education
	E

	2.  Ability to relate sensitively to people from black and/or ethnic minority backgrounds, including those for whom English is not mother tongue
	E

	3.  Effective oral and written communication skills
	E

	4.  Ability to relate appropriately to a wide variety of different individuals, organisations and employers
	E

	5.  Ability to manage own workload, work under pressure and to deadlines
	E

	6.  Ability to record and file information in an accurate and organised fashion
	E

	7.  Ability to work in a team as well as on own initiative (asking for advice when needed)
	E

	8.  Proficiency in the use of Microsoft Word and emails 
	E

	Experience/Training 
	

	9.  Personal experience of some of the issues affecting asylum seekers and/or refugees or experience of working with this client group
	D

	10. Relevant experience in one or both of the following sectors in the UK: information, advice and guidance for learning and work; employment and skills
	E

	11. Level 3 or above qualification in information advice and guidance(IAG) for learning and work, or similar 
	D

	Work related circumstances
	

	12.Willingness to undertake appropriate training if required
	E

	13.Willingness to be flexible and to adapt to change as and when it arises 
	E

	14.Willingness to be flexible about working times and locations, with possible occasional evenings and home visits as required
	E


GENERIC JOB DESCRIPTION

POST TITLE: Project Worker (14-21hrs)                                    RESPONSIBLE TO: Project Manager
SALARY RANGE: NJC scale 6 - SO1 point 26 - 31 (£21,937-  £25,940); pro rata based on 35 hrs fulltime equivalent.
PURPOSE OF JOB: To assist the project achieve its overall aims by enabling refugees and asylum seekers to access appropriate employment, training, education and volunteering opportunities.

1.  Work with individual clients

To work with a caseload of individual clients, including:

· to assess clients' needs

· to refer clients to appropriate education, training, volunteering and employment provision

· to provide information advice and support on education, training, volunteering and employment

· to undertake outreach work at various locations, as appropriate

· to maintain ongoing contact and support for clients, as appropriate. 

2.  Information gathering and sharing

As part of a team:

· to keep informed of relevant local education, training, volunteering and employment provision 

· to help identify gaps in provision and potential ways to address these, by liaising with providers

· to keep informed of new developments and changes in national and local policy affecting asylum seekers and refugees, particularly with regards to education training, volunteering and employment
3.  Placements
To support the Volunteer Work Placement scheme run by RNAP, including:

· to liaise with employers prior to and during placements

· to recruit potential placement and work shadowing hosts from the private and public sector

· to support clients whilst on placement and help them move towards employment

4.  Working with groups

As part of a team:
· to develop and establish support groups

· to facilitate and service appropriate groups, including liaising with participants and volunteers

· to liaise with agencies and professional bodies relevant to specific careers and professions

5.  Organisational responsibilities common to all employees

As part of a team:
· to provide progress reports, statistical information and evaluation as and when required by e.g. Board of Directors and funders
· to contribute to initiatives to raise awareness of RNAP and of issues affecting refugees and asylum seekers.

· to develop and distribute publicity

· to contribute to the recruitment of clients/participants, volunteers and host employers/ organisations.

· to set up and maintain effective systems for sharing and managing information about provision, 

activities and clients in a way that is accessible to all Project staff

· working with the Project Manager, to contribute to business planning and fundraising

6.  Other duties

· to assist in the general running of the project by e.g. attending relevant forums, providing 'cover' in the office when needed.

· to undertake any other related duties and responsibilities as may arise, as appropriate to the grade and purpose of the post to be decided by mutual agreement with the Project Manager.

· to carry out all responsibilities within RNAP's policies and procedures and maintain confidentiality at all  times.
Each post-holder will assume responsibility for specific job tasks within this overall Job Description.
