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Asylum Services Manager
Responsible to: Head of Asylum 
Location: Bradford 
Hours of work: 4 days (28 hours) per week (to include all day Wednesday and Thursday)
Fixed term contract until September 2020
Introduction
At Refugee Action, we have a vision of a UK in which refugees and people seeking asylum will be welcome, can get justice, live free of poverty and successfully rebuild their lives.  We empower refugees and people seeking asylum to influence our work, the issues that matter to them and decisions made by government and we are a trusted partner for others who share our vision.

Over the last 3 years, we have provided life-changing support to more than 3,000 resettled refugees and 8,000 people seeking asylum, strengthened the work of more than 140 charities, and secured important changes in government policy and practice on English language provision and support for asylum seekers at risk of destitution.  We want to do far more to learn from and shift power to refugees and people seeking asylum. It's an exciting time to be part of Refugee Action as we work towards achieving our 3-year strategy objectives (2019-22) through securing systemic change through our campaigns to change government policies, our direct services, and our work to strengthen and connect other service delivery organisations.   

Asylum Services

Services play a key role in delivering our strategy.  We run targeted, outcome-based projects which address specific needs and gaps and test out new approaches to service delivery, which can then be scaled nationally through our Good Practice & Partnerships team.  We are looking for an experienced and motivated Asylum Services Manager to join us and play a vital role in managing our portfolio of services in West Yorkshire that aim to increase asylum justice and prevent refugee and asylum-seeker homelessness and poverty, as well as playing a key role in the overall asylum service management team.  We run services in four regions of England (North West, West Midlands, London and West Yorkshire).  The asylum service management team is made up of 3 x Asylum Service Managers (based in London, Manchester and Bradford) and is led by the Head of Asylum.
In the appendix, you can find a list of all our Asylum Services, including their locations and funders.  This role will initially directly line manage the projects listed on lines 5 to 9 inclusive.

Purpose of the post 
· To manage several projects under Refugee Action’s asylum justice and poverty work streams that advance our vision that: Refugee and asylum seekers will be welcome in the UK. They will get justice, live free of poverty and be able to successfully rebuild their lives. 
· These projects are: Working English North (funded by AMIF), Children & Families, At Home in Bradford, Advice & Well-Being, and Transitions

· To maintain a strong and effective staff and volunteer team across these projects
Main duties and responsibilities  

For services:
· To lead on specific projects and services as agreed with the Head of Asylum and to ensure that these are delivered within the aims and values of Refuge Action and in ways which respect the culture, personal history and situation of all their users.  These projects will mostly be in the West Yorkshire area.  Currently these are: Working English North, Transitions, Children & Families, At Home in Bradford and Advice & Well-Being.
· For Working English North (funded by AMIF), to carry out line management of the Bradford Project Manager; integrate the project model with Bradford’s advice and casework services; promote the service to voluntary and statutory partners; and identify good practice and policy barriers with the two policy leads.
· To play a central role in the national asylum management team including being part of the national Duty Manager rota and taking a lead role in specific areas of work that are cross-cutting across all asylum justice and poverty services.  These might include: safeguarding, volunteering, interpreters, monitoring, quality etc.
· To lead on case work management (policy and practice) whilst supporting staff, ensuring that case work is focused on the aims and objectives of the project and is of a high standard and also meets AQS and OISC standards.

· To provide effective face to face and remote line and team management to project staff, including setting, and managing to, objectives; and take a lead in the recruitment and selection, induction and training of staff as necessary.
· To work with the Experts by Experience Coordinator to ensure that our beneficiaries’ views meaningfully influence our service design and delivery
· To lead on managing and developing local stakeholder and partner relationships in West Yorkshire to ensure that our projects and services are effective.
· To manage the set up and mobilisation of new projects and services and liaise with funders where necessary.
· To ensure that projects have appropriate administration procedures, financial procedures and monitoring and evaluation and provide written and oral reports as required. 

· To manage project budgets and to provide regular budget management reports to national management, senior management and to the project funder as required.

· To manage and develop strong working relationships with the projects’ partners both at an operational level and at a strategic level, through regular dialogue and review. 

· To maintain up to date knowledge of local trends, and work with business development colleagues to plan new projects and services to meet needs. 

· To link in to the work of the Good Practice team in terms of scaling successful services and sharing information about local organisations.

· To ensure that working practices of the projects comply with Refugee Action’s policies and procedures.

For the charity:

· To ensure appropriate liaison with other teams in Refugee Action. 

· To assist in promoting and publicising the work of Refugee Action through activities including: identifying case studies, liaison with the media and promotional events.

· To set up and attend team meetings as appropriate, in order to share information, monitor services and foster effective and supportive team working.

· To participate in management meetings, supervision, appraisal, training sessions and staff meetings and conferences as and when required. 

· To carry out other duties consistent with the nature of the post, in furtherance of the projects and in accordance with the aims and values of Refugee Action
Candidate specification 

Experience may be paid or voluntary, full or part-time, in the UK or overseas. Candidates will be shortlisted on the following specifications:

· Understanding of the needs, experience and hopes of refugees, asylum seekers and migrants, in particular in relation to justice, poverty and homelessness.

· Excellent management skills including setting up, managing and developing fast paced, empowering advice projects or services and one year’s experience of doing so.

· One year’s experience of building and leading high performing teams of staff and volunteers.
· Understanding of best practice in volunteering, and experience of harnessing the benefits and managing the challenges of volunteer-led advice services.
· Understanding of the legal part of the asylum and immigration process and the interaction between legal issues and wider asylum support issues.

· Experience of developing constructive partnerships with external agencies, including strong influencing and negotiation skills.
Desirable

· Those with lived experience as a refugee are encouraged to apply
In addition to the above, candidates will be interviewed on the following if they are short-listed.  Candidates need not write about these points in the application form.

· Experience and understanding of cultural diversity and the ability to work with people from a range of different cultures.

· Experience of designing monitoring systems to meet strategic or policy needs and a high level of ability in ensuring services implement these systems.
· Experience of reviewing and analysing the impact of services and developing and implementing action plans 
· Ability to work with colleagues remotely across different office locations.

· Understanding of, and commitment to, equal opportunities.

· Insight into and understanding of working with interpreters.

· Commitment to the principles of confidentiality, impartiality and non-directive advice.
· Good communication skills including the ability to create accurate verbal and written presentations and reports in English.

· Ability to monitor expenditure against a budget and experience of using simple databases and spreadsheets
· Willingness to train to OISC Level 2, if not already registered at that level.
· The post requires regular travel within the UK, including occasional overnight stays.
Appendix: List of Refugee Action’s current Asylum Services
	
	Service
	Area / region

	Funders

	1
	Asylum Crisis London
	London
	City Bridge

	2
	Families United (Dublin III)
	London
	Alan & Babette Sainsbury / Uttley Trust / Aziz Foundation

	3
	Elevate
	London
	Building Better Opportunities (Groundwork subcontract)

	4
	Asylum Crisis West Midlands
	Birmingham, Coventry, Stoke
	National Lottery Community Fund / private donor

	5
	Transitions
	West Yorks
	National Lottery Community Fund

	6
	Advice & Well-Being
	Bradford
	Bradford CCG / Segelman Trust

	7
	Children & Families / At Home in Bradford
	Bradford
	Bradford MDC / Segelman Trust

	8
	At Home in Bradford
	Bradford
	Children in Need / Segelman Trust

	9
	Working English North (Bradford)
	Bradford
	AMIF / Rayne Foundation / Segelman Trust

	10
	Working English North (Greater Manchester)
	Greater Manchester
	AMIF

	11
	Asylum Crisis Manchester
	Greater Manchester
	Comic Relief / National Lottery Community Fund (Red Cross subcontract) / private donor

	12
	Increasing Asylum Justice
	Greater Manchester
	Sigrid Rausing Trust

	13
	Asylum Info Groups
	Liverpool
	National Lottery Community Fund (Red Cross subcontract)


Terms and conditions of employment

This post is offered on a part time (0.8), fixed term basis until September 2020.
The following conditions of service will apply:

	Salary
	£35,934 – £38,813 (salary band 6, NJC 39-42) per annum pro rata. All new employees will normally start at the bottom of the band.

	Location
	Bradford

	Annual increments
	Increments of one point per annum to the maximum of the band are paid on the 1 April. To qualify the post holder must be confirmed in post and employed since the first of the previous October.

	Pension
	Refugee Action will contribute 8% of gross basic salary plus £50 per month (pro rata for part-time posts) into a pension plan. In line with government pension contribution rules, you will not have to make any contribution at the moment.

	Holidays
	24 days per year plus public holidays pro rata for part-time post. Holiday entitlement increases to a maximum of 31 days per year, reached within five years of employment (pro rata for part-time posts).

	Hours of Work
	28 hours per week (excluding lunch breaks). 
Some evening and weekend work may be required for which time off in lieu should be claimed.

	Probation
	This post will have a probationary period of six months.

	Notice
	One month’s notice of termination of employment on either side.

	Disability
	We are committed to making every reasonable adjustment to the workplace or working arrangements so as to accommodate people with disabilities.

	Employee Assistance Programme (EAP)
	All Refugee Action staff are subscribed to use a 24 hour confidential support line. Face to face counselling can also be arranged with the EAP’s trained counsellors if appropriate.

	DBS:
	Employment in this post may be subject to a satisfactory police clearance being obtained. Because of the nature of the work for which you are applying, this post is exempt from the Rehabilitation of Offenders Act 1974 (exception) Order 1975 and you are therefore not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act.
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