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Welsh Refugee Council 
Job Description & Person Specification











	Job title
	Education and Employability Coordinator


	Report to	
	Education and Employability Manager


	Salary   
	£25,662 


	Duration                      

	12 months fixed term, subject to extension

	Hours		            	
	Full-time

	Location    
	Wrexham, with travel required to North Wales constituencies


	Annual benefits pro rata 

	· 27 days leave, increasing by 1 day pa to a maximum of 30 days
· Up to 2 days paid volunteering leave 
· Up to 3 days paid carers leave
· Up to 5 days paid study leave relating to role 
· 5% pension
· Wellbeing: Access to company paid counselling support and cash back plan for healthcare 
· Enhanced maternity pay 



		 
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 36 years’ experience, we are trusted by the communities we serve and are seen as the lead organisation in Wales for sanctuary seekers and refugees. 

You will work with amazing like-minded people - who strive to make a difference every day, and challenge hostile practices that limit people’s potential.   
 
We are an award-winning charity, check out our films by clicking here  and here. You’ll be trusted to get creative and help us stand out. 
You can read our latest work on our website, news pages, and social media  [image: LinkedIn logo PNG transparent image download, size: 2000x2000px] [image: Premium Vector | Instagram app icon Social media logo Vector illustration] [image: Facebook Logo PNGs for Free Download]

We love improving and we have committed to the following quality marks: 

[image: A close-up of a logo

AI-generated content may be incorrect.]


Purpose of the post

Our Education and Employability project is expanding into North Wales, and this role will establish a consistent Welsh Refugee Council presence across the region, working closely with our internal Move On and Widening of Dispersal services, plus key local partners. 

While our South Wales model focuses on delivering direct employability coaching and assessing clients for participation in Welsh Refugee Council programmes, the North Wales approach will be centred on identifying and engaging refugee and asylum-seeking communities across North Wales. This will be followed by building trusted communication channels and ensuring individuals are aware of, and able to access, existing education, training, employability and professional development opportunities available locally and nationally. 

This will include supporting access to employment programmes, apprenticeships, further and higher education, vocational training, volunteering opportunities and specialist career pathways. The role will also facilitate workshops and events with external partners, covering topics such as entrepreneurship, self-employment, green careers, and professional re-accreditation. In addition, the postholder may work collaboratively with employers, training providers and other stakeholders to develop targeted work programmes with direct hiring opportunities.

The successful candidate will play a key role in strengthening employability and education provision for sanctuary seekers across North Wales, helping individuals to develop their skills, realise their potential and progress towards sustainable employment and economic inclusion.

The ideal candidate will be:

· A strong communicator with stakeholders & partners	
· Well-organised and able to create clear, accessible schedules & calendars
· Comfortable with databases, computers and IT systems
· Approachable and patient with clients
· Interested in academia and adopting new work-based approaches

In return, you’ll receive a decent salary, and very generous annual leave allowance. You’ll have opportunities to try out new ways of working and make changes to the way we work.

Major duties and responsibilities 

Outreach and engagement

· Identify and engage with refugee and sanctuary-seeking communities across North Wales
· Develop and maintain effective communication channels to promote education, training and employment opportunities to communities who may otherwise not be aware of the possibilities 
· Build trusted relationships with community leaders, local groups and partner organisations
· Attend community events, outreach sessions and partner meetings across North Wales to identify emerging needs and opportunities
· Develop innovative approaches to engaging individuals who are not currently accessing mainstream employability and education services

Education and employability support

· Register individuals for our Education and Employability programme, noting down language skills, former work experience and existing qualifications
· Provide information, guidance and signposting on progression routes into education, employment and professional development. 
· Identify specialist pathways for individuals with professional qualifications, supporting access to reaccreditation, bridging programmes and sector-specific support. 
· Work with clients to identify aspirations, barriers and development goals, supporting progression towards sustainable employment and integration outcomes. 

Stakeholder engagement and workshop delivery

· Establish and maintain relationships with employers, colleges, universities, training providers, local authorities and third sector organisations across North Wales. 
· Promote the skills, experiences and contributions of refugees and asylum seekers to employers and strategic partners. 
· Represent the Welsh Refugee Council at partnership meetings, networks and events relevant to education, skills and employability in North Wales.
· Design, coordinate and deliver workshops that improve employability, confidence and understanding of the UK labour market. 
· Organise group activities and information sessions that connect sanctuary seekers with employers, training providers and professional networks. 
· Work collaboratively with employers to create direct hiring opportunities for sanctuary seekers. 
 
Front-line partnership working

· Work closely with the Welsh Refugee Council's Move On service, Welsh Sanctuary Service partners, particularly BAWSO, the British Red Cross and other key frontline support organisations to understand the needs of our clients
· Build strong working relationships with local Jobcentre Plus branches and organisations delivering the DWP “Restart” programme
· Share knowledge, opportunities and best practice with the wider Education and Employability team. 
· Participate in internal team meetings, service development activities and organisational projects as required. 
 
Monitoring, reporting and administration

· Maintain accurate and timely records on the organisation's case management system.
· Collect and report data on engagement, participation and progression outcomes against agreed project targets.  
· Produce case studies, success stories and outcome reports that demonstrate the impact of the project. 
· Contribute to funding reports, service evaluations and the continuous improvement of the project.  
· Ensure all work is delivered in accordance with organisational policies, GDPR requirements and safeguarding procedures.
PERSON SPECIFICATION

When completing your application- please ensure you provide examples of how you meet the essential criteria listed below. Do not use sweeping statements such as ‘I can take initiative’, explain by way of examples what you did and how.

When writing your examples, candidates that follow the STAR method, describing the Situation, Task, Action, Result tend to score higher- see guidance here The STAR method | National Careers Service 
 
Applicants that do not evidence the essential criteria will not be invited to interview.  

	
Quality

	
Essential requirements 

	
Desirable requirements

	Qualifications and training

	· Experience of coordinating networks, partnerships and / or working groups
· Experience providing advice, guidance or mentoring to individuals


	· Advice and Guidance NVQ, or coaching and mentoring qualification 
· A university degree or college course, demonstrating experience of education


	Knowledge and experience

	· A good knowledge of Microsoft 365, GDPR practice and database management
· Ability to provide advice and guidance face-to-face, online, and by telephone
· An aptitude for mapping and researching, building links with employers, universities and training providers 

	· Knowledge of local services related to employability and education in Wrexham and North Wales






	Skills and abilities
	· Strong command of English with excellent written communication skills.
· Excellent interpersonal skills.
· Ability to manage multiple priorities and to work under pressure and meet deadlines

	Languages
· Ability to speak community language






	Behaviours

	· Ability to work on your own initiative and plan your own workload
· Ability to work well within and across teams.
· A satisfactory DBS certificate (cost covered by WRC).
	


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

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 you with reflection time.

Disability Confident Scheme
We run a Disability Confident Scheme (DCS) for candidates with disabilities who meet the minimum selection criteria.

Disability Confident employers offer an interview to a fair and proportionate number of disabled applicants that meet 75% of our essential criteria set out in the job description. To be considered for an interview under DCS you must have:

· A physical or mental impairment which has a substantial and long term (over 12 months) adverse effect on your ability to carry out normal day to day activities; or a long-term health condition; and
· Demonstrated that you meet all the minimum qualifying criteria set out in the advertisement for the post at the application and testing stages.

Safer Recruitment 
The Welsh Refugee Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. We follow robust safer recruitment practices, and all roles are subject to appropriate screening, including references and Disclosure and Barring Service (DBS) checks where applicable.












How to apply?
Please complete our Application Form.  Please note CVs will not be accepted

Please submit your application to recruitment@wrc.wales 
Please put the name of the job role in the subject heading of your email. 

Application deadline: Wednesday 28 October 9am. Applications received after this date will not be accepted.

Invites for interviews will be sent by email. Interviews will likely be held on Monday 9 November

For further information about what to expect from our recruitment process, please read our recruitment commitments.
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