Job Description [image: ]
	Job title:
	Resettlement Officer 

	Salary:
	£25, 825 - £27,004 pro rata 

	Hours:
	10 hours p/w 
	Contract type:
	Fixed-term until 30th June 2027

	Department:
	Empowering Communities 
	Reports to:
	Community Integration and Education Manager

	Purpose:
	The Officer will enable and support the clients’ resettlement and integration through information sessions, city tours and a welcome meal. The Officer will also encourage clients’ engagement in the community by supporting, signposting, running social activities, connecting communities, organising big events and trips, and engaging with clients who require additional social engagement support. 


Key Duties

1. Supporting Social Engagement & Integration
· To design, lead and run social activities that centre around the clients’ interests, needs, engagement, and empowerment e.g. weekly Social Club “DISCOVER COVENTRY SESSION” or family events and to direct clients  and encourage clients to take part in the social events and social groups already run by CRMC
· To manage a rolling caseload and offer 1-2-1 support for clients and to provide some support at outreach locations as directed 
· To make connections with local community initiatives, organisations, in order to connect clients with activities happening in their own community
· To make connections with families e.g. home visits, phone calls, office appointments in order to support and build positive relationships with them
· To organise visits for individuals/families to go to events/social activities
· To identify families who require Social Engagement Support (SES) and actively work with them to encourage engagement in the community by creating action plans and make referrals as appropriate 
· To gather client feedback e.g. focus groups in order to get input for future social activities
· To initiate and support future projects aimed at empowerment and social engagement
· To support the facilitator in delivery of information sessions about life in the UK and main services for refugees as part of the Integration Project Structured Programme
· To liaise with external partners to deliver some of the information sessions
· To take newly arrived families on a city tour (as a team 12 per year) as part of their introduction to Coventry
· To organise volunteers to welcome newly arrived families through the “Welcome Meal”
· To organise trips outside of Coventry and smaller events 
· To report any issue safeguarding concerns to the Senior Officer and make referrals as appropriate
· To work flexibly with the Advice Team and incorporate participants referred to by the AT into the support provided as directed 

2. Administrative
· To provide monthly reports, both quantitative and qualitative, and action plans to the TL
· To attend regular external and internal meetings with staff, partners and funders
· To fundraise for activities and events where needed and liaise with the fundraising officer to attract potential funds
· To evaluate the activities and events of the role in collaboration with relevant stakeholders
· To manage the data and communication related to volunteers supporting resettlement activities
· To create promotional materials about upcoming activities
· To liaise with the Communication Officer regarding any marketing of integration team events and the production of press releases for local media
· To research and keep up to date with current/upcoming events in Coventry and activities by CRMC in order to connect clients to them
· To keep all the records up to date, including client work records

3. General
· To promote the charity’s values of equality and diversity, with a particular emphasis on creating a welcoming environment for refugees and migrants to prosper and build their capacities 
· To comply with CRMC’s guidelines, procedures and policies
· To assist in the delivery of Refugee Week each year
· To work flexibly and undertake any other duties commensurate with the nature of the post



Person Specification
	REQUIREMENTS
The post holder must be able to demonstrate:
	Essential (E) or
desirable (D)
	MEASURED BY:
a) Application 
b) Interview

	Experience 
(This shall be evidenced in the sections: Education and Professional Training and Employment History)

	Experience of working with refugees, asylum seekers or migrants
	E
	a

	Experience of community development work
	E
	a

	Experience of networking and partnership working with professional bodies and agencies
	E
	a

	Knowledge and Skills
(This shall be evidenced in the section: Relevant experience)

	Supporting Social Engagement & Integration

	Ability to organise events and trips, including a welcome meal 
	E
	A,b

	Ability to manage a rolling caseload and take feedback 
	E
	A,b

	Ability to set an action plan with a client and work towards it
	E
	A,b

	Ability to deliver information sessions 
	E
	A,b

	Ability to meet yearly KPIs 
	E
	A,b

	Ability to deliver city tours and host social clubs 
	E
	A,b

	Excellent understanding of the settlement needs of refugees 
	E
	A,b

	Excellent communication and interpersonal skills 
	E
	A,b

	Excellent presentation skills
	E
	A,b

	Administrative
	
	

	Excellent IT and report writing skills 
	E
	A,b

	Excellent organisational and time management skills 
	E
	A,b

	Ability to research and keep up-to-date with current/upcoming events in Coventry and activities by CRMC in order to connect clients to them
	E
	A,b

	Other

	Ability to train new volunteers
	D
	a

	Ability to deal with clients with safeguarding issues
	D
	a

	Fluency in Arabic and ability to provide some linguistic support when needed
	D
	a

	Willingness to work out of normal working hours on occasion 
	E
	a

	Event Planning Level 2 qualification or equivalent 
	D
	a
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