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Job description 


Project Manager (Frontline Partner Development)
Responsible to: Good Practice and Partnerships Manager
Location: Manchester or Bradford
Background*
We are looking for a highly skilled and collaborative individual to join our Good Practice and Partnerships Team. The Frontline Partner Development Project Manager role is part of Refugee Action’s Frontline Immigration Advice Project (FIAP). This is the flagship project of the Asylum Good Practice & Partnership Team which has a national remit and works to develop the capacity of frontline organisations to provide vulnerable people from refugee and migrant backgrounds with access to immigration advice and legal education services. 
This role is one of two in the team which work to fulfil the vision of the project by complimenting each other and supporting organisations and their staff and volunteers simultaneously. 
At Refugee Action, we help refugees who’ve survived some of the world’s worst regimes. We work to ensure they can access the basic support they need to live again with dignity and we help them to build safe, happy and productive lives in the UK. Refugee Action works to secure systemic change through our campaigns to change government policies, our direct services, and our work to strengthen and connect other service delivery organisations.  We empower refugees and people seeking asylum to influence both our work and decisions made by government and are a trusted partner for others who share our vision.

*More background information on the team and the FIAP project found on Annex 1

Purpose of post
To deliver support to organisations to develop their models of advice and how to incorporate or develop immigration advice or legal education services within them. To do this in a strategic, consistent and needs based way which considers the specifics of the organisation and the environment in which they operate by:

· supporting organisations (1-2-1) - whose staff and volunteers are being trained on the Frontline project - to develop and deliver effective legal advice and/ or legal education services. 
· creating local/regional networks of these organisations and their practitioners to increase peer support, referral pathways and collaboration between legal advice providing organisations;
Main duties and responsibilities
· To deliver support to organisations to help them integrate, develop and/or embed immigration legal advice and/ or legal education services within their service delivery provision. 
· To carry out organisational needs assessments, set up MOUs (Memorandums of Understanding) and develop tailored action plans with each organisation;
· To lead on the creation and development of face to face communities of practice across the North West and West Yorkshire regions;
· To lead in the development of digital tools within the delivery of this project

· To maintain a monitoring framework to measure the rolling out process, its sustainability and its impact. 

· To produce case studies, blogs, newsletters etc to capture the activities and impact of these activities;

· To network with relevant stakeholders, especially legal professionals across the country in order to promote the legal advice needs of refugees and asylum seekers;
· To maintain up to date, a regional analysis of the provision of legal advice across the UK.
· To train, online and face to face depending on capacity, organisational staff and volunteers to deliver the Asylum Guides model.

· To work closely with Refugee Action Teams delivering legal literacy and legal advice services. 
· As part of the GPP team – to ensure that the online resources on the LMS and Asylum Guides Website are up to date. 

· To contribute to developing Refugee Action’s longer term strategy for good practice support for asylum and migrant support organisations;

Connections to other teams within Refugee Action
· To work closely with the operations team to ensure that good practice and learning from our services and projects are shared within and beyond Refugee Action

· To feed in to the work of our business development and fundraising staff to develop compelling proposals for funders.

· To share relevant data and case studies with our campaigning team, to inform Refugee Action’s advocacy and media work on related issues.
For Refugee Action
· To participate in discussions on Refugee Action’s strategy as and when required.

· To carry out other duties consistent with the nature of the post.

· To carry out the above in accordance with the aims, values and policies of Refugee Action.

Person Specification 

Experience may be paid or voluntary, full or part-time, in the UK or overseas. Candidates will be shortlisted on the following specifications:
Experience, Knowledge, Abilities and Skills
· Understanding of the immigration legal advice needs of asylum seekers and refugees in the UK and insight into their needs, hopes and experiences especially in relation to justice, homelessness and poverty. 
· Understanding of how organisations can increase the amount of immigration and / or asylum legal advice/ and or legal education services available.
· Understanding of assessing organisational needs and providing high quality development support to a range of organisations (from grassroots to small and medium sized), including identifying needs and working towards solutions.

· Excellent networking and partnership-building skills, with the ability to build and maintain effective networks.

· Excellent training and facilitation skills

· Excellent project management skills, including the ability to analyse results, then propose and test new solutions to identified problems.

· Ability to work independently, managing and prioritising a workplan. 
Desirable

· Those with lived experience as a refugee are encouraged to apply
· Understanding of the current and future challenges faced by organisations that provide services for asylum-seekers, refugees and migrants in the UK.
· Current or previous OISC (The Office of the Immigration Services Commissioner)  registration or equivalent
· Understanding of how digital technologies can improve service delivery. 
In addition to the above, you will be asked about the following aspects of the person specification in your interview. You do not need to write about them in your application form.
· Experience, commitment and understanding of the importance of cultural diversity.

· Understanding of the benefits and challenges of involving volunteers on services and projects.
· Commitment to the principles of confidentiality, impartiality, non-directive advice, and Equal Opportunities.

· Excellent communication skills including the ability to create accurate verbal and written content, presentations and reports in English.

· Open and reflective attitude to own work and experience.

· Ability to use Information Technology to the required standard.

· The post requires travel within the UK, including occasional overnight stays.
Terms and conditions of employment

This post is offered on a part-time, permanent basis for three years. The following conditions of service will apply:
	Salary
	 £29,636 - £32,029 (NJC 32-35) per annum pro rata 

All new employees will normally start at the bottom of the band.  

	Location
	Manchester or 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 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 5 years of employment (pro rata for part-time post).

	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 EAPs 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.


ANNEX 1:
Further background to the Good Practice & Partnerships Team at Refugee Action and the Frontline Immigration Advice Project
Refugee Action is working to increase access to justice and reduce poverty and homelessness for refugees and asylum-seekers through direct services and support for other organisations. Collectively, we will have the biggest impact on justice, poverty and homelessness by delivering services that are:

•
grounded in expert knowledge, up-to-date policy, with staff and volunteers who are skilled advocates; 

•
planned, proactive and targeted, based around models of ‘early action’, prevention and empowerment rather than just emergency, reactive and crisis-driven support; 

•
linked up and well-connected both locally and beyond and grounded in strong partnerships.
These are the principles of our Good Practice & Partnerships function that exists to provide capacity–building support for other organisations that deliver important services to refugees, asylum-seekers and migrants.  Our good practice activities include: identifying the needs of organisations, providing tailored support, delivering training to build specific skills and expertise, ensuring organisations have access to the right information at the time they need it, facilitating or creating connections across regions, supporting the development of new partnerships and encouraging new approaches to service design, including early action principles.  Some of our activities are delivered locally, face-to-face; some are delivered via webinar; and some through online resources. We support 100+ organisations per year.
The Frontline Immigration Advice Project.
The project is funded by Paul Hamlyn Foundation, Future Advice Fund and Unbound Philanthropy, the AB Charitable Trust and the Legal Education Foundation and is the longest standing project for Refugee Action’s Good Practice & Partnerships team, which provides capacity building opportunities to partners in and beyond the Refugee Sector as well as spaces to build on good practice and shared learning.

The project seeks to address barriers to resolving migrant destitution through the provision of regulated immigration advice, and the barriers that frontline services and staff face in becoming regulated.  
To date the project has worked with over 139 organisations, trained over 500 students and has successfully supported 123 of those to become Level 1 OISC accredited and 36 to become Level 2 OISC accredited. All training and support for students and practitioners is delivered online, and we use a digital platform (Learning Management System) that enables these to register, access training and revision materials, and online peer-learning sessions. This has been the first course of its nature to be delivered for free to organisations across the UK.

The project team is formed of a Student Support and Training Manager role which leads on the first key element shown above as well as provides cross organisational supervision to organisations in the process of becoming OISC regulated so that they can begin to provide advice to their clients. This role will work very closely with the Frontline Partner Development Project Manager throughout the delivery of the programme. The Good Practice and Partnerships Manager oversees the work of the project and participates in key aspects of the work when necessary. 
The projects consists of three key elements:
1) Organisations (staff and volunteers) receive expert training online, coaching, and access to peer-led learning events to enable them to register with the Office of the Immigration Services Commissioner to provide Level 1 or Level 2 immigration advice. Further to this, the project continues to provide ongoing CPD training and support to those staff and volunteers  to ensure that they are supported when practicing. This work is developed and lead by our Student and Support Training Manager.
2) Organisations (directors, key operational leads) receive expert service development support by the Frontline Partner Development Project Manager to develop and establish their models of legal advice according to their needs and situation. – more information above on the purpose and main duties of the role. Whilst carrying out organisational needs assessments MOUs (Memorandums of Understanding) and tailored action plans with each organisation will also be carried out. This identifies their reasons for wanting to increase their immigration advice capacity, their assessment of their beneficiaries’ needs, challenges to embedding this capability within their organisation, and the support that they require from Refugee Action beyond the acquisition of immigration advice capability and/or registration. Organisations are also supported to embed this new capability within their organisations and local partners.
3) Creation of communities of practice (online and offline) to enhance the professional development of practitioners, create stronger network connections and facilitate collaborative approaches between organisations as well as cementing referral pathways in order to meet the needs of the client group. This work is carried out by the Frontline Partner Development Project Manager in collaboration with Refugee Action’s asylum services colleagues and will seek to bring legal professionals closer to the advice sector professionals to work towards better outcomes for those clients we aim to support.
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