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This project has been part funded by the European Union Asylum, Migration and Integration Fund. Making management of migration flows more efficient across the European Union

Job Description
Job Title:

Senior Outreach Officer Refugees and Migrants
Responsible to: 
Delivery Manager, Hastings and Rother 
Responsible for: 
Project Officers, Project Assistants, Volunteers
Operational Area:       Sussex and Surrey 

Location:                     Hastings/Rother 

Date:                           November 2020

JOB SUMMARY:
The Integration project in Hastings and Rother is designed to support 140 migrants by assisting them to integrate into UK society through a programme of holistic activities, coordinated and delivered through 3 key areas: Language, Preparation for Work and Cultural/Community activities

The Senior Outreach Officers lead on the establishment and maintenance of partnerships across the migrant and wider community and also voluntary organisations.  They also work with the wider team to deliver various aspects and components of the project. 

KEY AREA: RECRUITMENT STRATEGY AND PLANNING
· Lead the development and execution of a SMART engagement strategy and recruitment plan to engage 140 migrants onto the project, according to funder eligibility requirements.
· Register 140 migrants onto the project, including collecting base evaluation data and establishing a Personal Integration Plan for each beneficiary, according to funder eligibility requirements.

· Support a caseload of beneficiaries throughout their time on the Hastings and Rother Integration Project.
KEY AREA: BUILDING PARTNERSHIPS
· Lead stakeholder analysis and mapping to identify key project partners including referral organisations, front line organisations and migrant specific NGOs.
· Build and maintain effective working relationships and partnerships with key external stakeholders and partners.
· Attend local events and conferences to promote the project.
· Contribute to the planning of migrant consultations or partner steering groups to share best practice.
KEY AREA: COMMUNITY OUTREACH
· Manage, plan and deliver a range of successful interactive and creative recruitment events.
KEY AREA: COMMUNICATIONS AND PROMOTION 
· Support the Delivery Manager and Groundwork Marketing and Communications team to establish a project brand.
· Support the Delivery Manager and Groundwork Marketing and Communications team to establish and execute a project communications plan and create promotional materials to ensure effective outreach and project promotion, including flyers, banners, posters & etc. 
KEY AREA: STAFF MANAGEMENT AND SUPERVISION 
· Provide assistance in the recruitment of staff and volunteers.
· Line-manage Project Officer/s, Project Assistant/s and Volunteers, developing and monitoring the performance and capacity of the team.
KEY AREA: EVALUATION, REPORTING AND EVIDENCE COLLATING 
· Undertake all monitoring and evaluation in line with EU funder requirements for the project, keeping accurate and detailed records. 

· Support the Delivery Manager and to establish the evaluation framework.
· Collect and store personal and sensitive personal data in line with GDPR regulations and EU funder requirements.
KEY AREA: DEVELOPMENT AND FUNDRAISING
· Contribute to the development of fundraising applications where appropriate, that actively identify development opportunities to build and sustain the  project.
· Support the Delivery Manager, and Groundwork Fundraising Team to compile funding bids and tenders, as required.

KEY AREA: ORGANISATIONAL DEVELOPMENT 
· Liaise with other community practitioners across Groundwork London and Groundwork South to share best practice, ensure effective project delivery on cross-themed projects, replicate development opportunities and maximise team skills.
KEY AREA: SAFEGUARDING CHILDREN AND ADULTS AT RISK
Groundwork South is committed to safeguarding a promoting the welfare of children and adults at risk.  It is the responsibility of each employee to familiarise themselves and comply with the organisation’s procedures and systems on safeguarding children and adults at risk. Primary responsibilities are:

· To adhere to the Safeguarding Policy and Procedures.

· To adhere to the Safer Recruitment Policy & Procedure.

· To report any safeguarding incidents or concerns immediately to your Designated Safeguarding Officer or Lead Designated Safeguarding Officer.

· To complete any Safeguarding Awareness training as required by Groundwork South

· If required for your post, undertake an enhanced DBS check and maintain annual membership through the update service.

KEY AREA: HEALTH & SAFETY  

Groundwork South is committed to ensuring the health, safety and welfare of its employees and it will, so far as is reasonably practicable, establish procedures and systems necessary to implement this commitment and to comply with its statutory obligations on health and safety.  It is the responsibility of each employee to familiarise themselves and comply with the organisation’s procedures and systems on health and safety. Primary responsibilities are:

· To report all Health & Safety occurrences including potential hazards to line manager

· To comply with Groundwork South Health & Safety Policy and Regulations

· To carry out routine checks on vehicles, equipment and machinery and report any defects to line manager

· Use, store and maintain tools and equipment in line with Health and Safety best practice

PROFESSIONAL DEVELOPMENT
· Participate in the Groundwork Performance Management and Appraisal process, and agree short, medium and long term goals with line manager, and direct line staff.

· Identify learning and development needs with line manager and evaluate T&D to demonstrate needs have been met.

· Share best practice and achievements, and actively seek opportunities to present outcomes and case studies.

· Contribute to the learning of others across the organisation by sharing knowledge and skills both informally and formally by participating in the Trust’s training and development programme. 

OTHER RESPONSIBILITIES
· Undertake any other related responsibilities commensurate with the evolving objectives of the post and the evolution of Groundwork, as may reasonably be requested by the Executive Team

· Ensure the effective implementation of and adherence to, Groundwork Diversity, Equal Opportunities, Safeguarding and Health and Safety policies and procedures

· Work with due regard for Groundwork’s core values and objectives and Groundwork’s commitment to best practice and continuous improvement

· All staff, the Board and volunteers will actively support, in their daily operations and duties, Groundwork’s Environmental Management System

GROUNDWORK SOUTH VALUES
All employees of Groundwork South are required to understand and contribute to the organisation’s values. Groundwork South is committed to transforming people’s lives and places through social, economic and environmental action.  In terms of development and delivery of these projects we work across three business themes, Communities & Landscape Design Services, Youth, Employment & Skills and Environmental Services and we successfully deliver these projects by adopting a clear set of values:

· Passion

· Commitment

· Empathy

· Professionalism

· Innovation 
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PERSON SPECIFICATION

Note to Applicant:  When completing your application form you should demonstrate/evidence the extent to which you have the necessary education, experience, knowledge and skills identified as required by the Person Specification Criteria for the post. 
	Position Name:  Senior Outreach Officer 

	Job

Factors
	Criteria No
	Person Specification Criteria


	Rank
	Criteria to be tested by the following documents and/or activities

	
	
	
	E = Essential

D = Desirable
	Application Form
	Interview
	Presentation
	Practical Exercise Test
	Work Simulation Test
	Certificates or Qualifications

	Qualifications, Education & Experience
	1
	A suitable qualification or appropriate experience working with migrant communities.
	 E
	(
	(
	
	
	
	(

	
	2
	Proven experience of community outreach, recruiting participants and successfully meeting participant target numbers. 
	E
	(
	(
	(
	(
	
	

	
	3
	Proven experience of working with and supporting TCN and/or migrant communities.
	E
	(
	(
	
	(
	
	

	
	4
	Proven experience of working with migrant related organisations
	E
	(
	(
	
	
	
	

	Competencies


	5
	Proven ability to develop and maintain a range of high-level partnerships and working relationships with key external stakeholders and partners; including pitching to partners, creating partnership agreements, and/or running steering groups
	E
	(
	(
	
	
	
	

	
	7
	Proven ability to lead, plan and deliver community outreach and engagement activities, working with a wide variety of audiences 
	E
	(
	(
	(
	(
	
	

	
	8
	Ability to work under own initiative and as part of a high performing team, including effective prioritisation of tasks and ability to work to agreed aims and objectives 
	E
	(
	(
	
	
	
	

	
	9
	Ability to coordinate a small team of staff or volunteers 
	D
	(
	(
	
	
	
	

	Competencies (continued)
	10
	Proven experience in establishing and implementing robust monitoring and evaluation processes, including reporting to funders 
	E
	(
	(
	
	
	
	

	
	11
	Excellent written, verbal and interpersonal communication skills and the ability to communicate effectively with people at all levels.
	E
	(
	(
	(
	
	
	

	
	12
	Proficient in the use of MS Corporate software applications including Word, Excel, Internet and Email, and in the effective use of electronic and digital media applications and databases.
	E
	(
	
	
	
	
	

	
	13
	Commitment to Equality & Diversity and Equal Opportunity and ability to demonstrate an understanding and commitment to equal opportunities in practice.
	E 
	(
	(
	
	
	
	

	
	14
	Knowledge and understanding of GDPR to manage and store personal and sensitive personal data.
	E
	(
	(
	
	
	
	

	
	15
	Demonstrate a commitment to and understanding of safeguarding and promoting the welfare of children and adults at risk
	E
	(
	(
	
	
	
	

	
	16
	Full UK driving licence and access to your own vehicle for which you will need to be insured for business use. Employees are able to claim back mileage rates as per our Expenses Policy.


	D
	(
	
	
	
	
	(


TERMS AND CONDITIONS

	Salary
	£25,500 per annum 

	Contract:
	Fixed Term to 31st December 2022

	Hours of work:


	37.5 each week excluding a daily lunch break and travel to and from the main place of work.  

	Place of work
	Your normal place of work will be Hastings. You may be required to travel on Groundwork’s business to carry out your duties at other locations as may be required for the proper performance of your duties.

	Holidays:
	A pro rata entitlement of 25 days per annum plus English Bank Holidays is calculated in each holiday year (which runs from the 1st January to 31st December).

	Pension
	Groundwork will comply with the employer pension duties in respect of the worker in accordance with Part 1 of the Pensions Act 2008 in relation to the Groundwork Pension Scheme, or such other registered pension scheme as has been set up by Groundwork. Participation in such schemes is subject to satisfying certain eligibility criteria and the rules of such scheme as amended from time to time.

	TOIL
	TOIL – Time Off In Lieu - Although there is no overtime paid by the Trust; the Trust has a Time Off In Lieu system in place. TOIL is normally time spent at weekend and evening events/meetings or extra work as requested by your line manager.

	DBS Pre-Employment Check
	This post will be subject to an enhanced DBS check. 


	References:
	Employment to this post will be subject to receiving two satisfactory references. We reserve the right to approach any previous employers quoted to obtain a reference if deemed necessary.

	Proof of Eligibility of right to work in the UK
	Evidence must be provided to comply with the Immigration, Asylum and Nationality Act 2006

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/338399/An_employers_guide-28-07-14.pdf 

	Training:
	Undertake any training and development deemed necessary for the pursuance of the post, as identified through the induction and supported through our appraisal process. 


The above job description is a guide to the work you may be required to undertake but does not form part of your contract. The above job description is a guide to the tasks you may be required to undertake and may change from time to time to reflect changing assignments.

I have read and agree that this job description and person specification accurately defines the role.

Signed …………………………………………………………………………

Printed ……………………………………………………………………….

Date ………………………………………………………………………….
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