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Welsh Refugee Council 

Job Description
	Job title:  
	Ukraine Third Sector Coordinator 



	Report to:                 
	Head Of Communications and Engagement 

	Salary  
	£26,000


	Location:                   
	We have a blended approach with office and home working. When working from the office this will be either be our Cardiff or Newport office

	Hours:

	35 hours per week - Full Time Post

Normal office hours are 9:00 to 5:00pm but this role may involve some agreed occasional out of hours’ activity and very occasional working away from the office.



	Benefits per annum: 


	· 25 days leave, increasing by 1 day per annum to a max of 30 days

· Up to 2 days paid volunteering leave 

· Up to 3 days paid carers leave

· Up to 5 days paid study leave 

· 5% pension

· Access to company paid counselling support. 

· Staff led Wellbeing Group; with activities such as fitness dancing, team building quiz events, yoga, and regular weekly Staff Room Chit Chats held virtually during Covid.



	We are the Welsh Refugee Council

You will be joining us at an exciting time in our journey, helping us and the sector to support those who are forced to seek safety.  With over 30 years’ experience, we are trusted by the communities we serve and are seen as the lead organisation in Wales for asylum seekers and refugees. 

We are proud that during the Coronavirus pandemic we adapted our services and were able to grow our income significantly. None of our staff were furloughed and this is testament to the adaptability of our staff, the demand for our services and the inequalities that persist in society- that require amazing people to do something about it.  


Purpose of the Post
Local level: 
· Facilitate and organise Third Sector events, ensuring local community groups, Ukrainian networks, individuals, charities, businesses understand what’s happening and where to go for information.
Strategic level: 
· Facilitate and organise key stakeholder events ensuring main players understand latest developments.
· Creating presentations, reports, and mini briefings on developments- to ensure succinct flow of information across the sector. 

· Leading on sector mapping of provision- to ensure best use of resources and help prevent duplication. 

· Stewarding Third Sector organisational enquiries, spotting trends in information gaps and pro-actively taking forward actions. 
The ideal candidate will:

· Have experience of high-level stakeholder relationship management. 
· Be confident in organising and delivering public events, both online and offline.
· Have experience of researching and developing briefings and reports for a variety of audiences.

· Have high-level verbal and written writing skills – and can engage and ensure key points are communicated for maximum affect. 
· Be experienced in issue mapping, to identify and spot trends in the sector. 
· Have experience of managing difficult conversations. 
· Be confident in giving presentations and workshops to a variety of audiences. 
· Be able to work under pressure, to tight deadlines, and able to adapt priorities.
· Be an exceptional communicator, with a professional and warm temperament.  
· Have energy and warmth, able to engage with those forced to seek safety.
Main Duties and Responsibilities

Third Sector Coordination   

· You will be expected to take initiative to research and map potential third sector partners, across Wales. 

· You will be expected to develop trusted relationships with third sector partners. 
· You will be expected to self-organise Ukraine coordination related events. You will need strong project management skills. 

· You will be expected to link up Ukrainian networks, individuals, charities, and businesses to understand the latest Government Ukraine policies and where to go for further information.
Written work  

· You will be expected to be able to write both internal, and external briefings. We would expect your writing to be engaging and adaptable for a variety of audiences. 
· You will be expected to research and write reports to a high standard. We would expect the reports to be of a standard suitable for Government officials and civil servants. 
Presentations 
· You would be required to develop presentations, using our organisational branding and tone of voice.
· You would be expected to tailor your presentations to relevant audiences. A one-size-fits all approach would not be acceptable. 
Enquiries

· You would be required to take enquiries from third sector partners and signpost peoples to the right services. 
· You would be required to handle potentially difficult conversations with professionalism.  
Person Specification
When completing your application- please ensure you provide examples of how you meet the essential criteria listed below. You may also want to evidence or reference some of the desirable criteria. 

Applicants that do not reference how they meet the essential criteria will not be invited to interview. 

	Criteria 
	Essential


	Desirable

	Experience
	· Experience of event organisation and delivery, both in person and online.
·  Experience of delivering presentations to a wide variety of audiences. 
· Experience of producing high quality reports and briefings.
· Experience of managing high-level stakeholder relationships 
 
	· Lived experience as a Refugee to bring added insight to our understanding.

· Experience of working with Asylum Seekers and Refugees


	Knowledge
	· Knowledge of reserved and un-reserved powers to the Welsh Parliament/ Senedd Cymru. 

	· Knowledge and understanding of the asylum and resettlement process in the UK, issues affecting people seeking asylum and people with refugee status and of local refugee and asylum seeker provision in Wales


	Skills
	· Fluency in English, with high-level written communication skills; to write sectoral reports and briefings.  

· Writing that can be adapted for a variety of audiences and stakeholders. 

· Excellent time management skills, the ability to manage multiple priorities and to work under pressure.

· Experience in presenting work and findings to a wide variety of audiences. 
	Languages 

· Ability to speak a community language, and or/ Welsh.

Videography 

· Skilled in video creation and editing. 



	Behaviors
	· Energy - to create innovative and original work

· Confidence - to drive own work plan (supported by line manager)

· Analytical - to draw out answers and provide a critical friend to improve practice

Other

· Willingness to work flexible hours as required, to travel and to spend occasional nights away from home.




	


Deadline for applications is 1 August 2022
Please submit your application to recruitment@wrc.wales 
Applications received after this date, will not be accepted.
Please put the name of the job role in the subject heading of your email. 

Invites for interview will be sent by email, and interviews will likely be held on  Thursday 11 August 2022. 
D





Diversity, Equity, and Inclusion


We welcome and particularly encourage individuals who identify as LGBTQi+, differently abled, women from ethnic minorities, people from various economic backgrounds and people with lived experiences. 





If you have lived experience as a refugee, we highly recommend you get in touch with our Education and Employability Officer who will be able to schedule a phone call to discuss British style interviews �HYPERLINK "mailto:Chris@wrc.wales"��Chris@wrc.wales� . 





Our approach to interviews is:


We will ask questions about you- to understand your strengths.


Our interview questions will be based around the Job Description and Person Specification. 


We will test key skills that are mentioned in the Job Spec.


You will score higher- if you give us examples and explain what you did.


You will receive the interview questions 1 hour before the interview- to provide reflection time.
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