[image: image1.jpg]&
§
i

CHANGING PLACES
CHANGING LIVES



 
                                                                       

Groundwork London Job Description
Job Title:

Senior Outreach Officer (Refugees and Migrants)
Responsible to: 
Programme Manager
Responsible for: 
Project Officers, Project Assistants, Volunteers
Location: 
Waterloo Office with a requirement to work predominately in Greenwich, Bexley and Lewisham 
Job Background:
Groundwork delivers a series of integration programmes designed to support migrants (Third Country Nationals) 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 Officer leads on the recruitment, engagement and registration of Third Country Nationals (migrant people) in South London. The postholder will work within an outreach team to achieve the targets detailed below.    
Main Objectives:
· Lead the recruitment, engagement and registration of migrants onto the project. 

· Build partnerships with community and voluntary sector organisations supporting migrants, encouraging cross referrals and joined up working.

· Responsible for reaching target number of participants. 

· Oversee a caseload, supporting migrants through personal integration plans. 
Key Tasks & Responsibilities:
1. Recruitment Strategy and Planning
· Lead the development and execution of a SMART engagement strategy and recruitment plan to engage 260 migrants onto the project, according to funder eligibility requirements.
· Register 260 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 project.
· Share best practice with outreach officer colleagues in Hastings and Kent
2. 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.
3. Community Outreach

· Manage, plan and deliver a range of successful interactive and creative recruitment events.
4. Communications and Promotion 

· Support the Programme Manager and Groundwork Marketing and Communications team to establish a project brand.
· Support the Programme 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. 
5. 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 as required.
6. Evaluation, reporting and evidence collating 
· Undertake all monitoring and evaluation and data processing in line with EU funder requirements for the project, keeping accurate and detailed records. 

· Support the Programme Manager to establish and maintain the evaluation framework and systems and processes for evidence storing and collating.
· Collect and store personal and sensitive personal data in line with GDPR regulations and EU funder requirements.
7. 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 Programme Manager and Groundwork London Fundraising Team to compile funding bids and tenders, as required.
8. Organisational development 

· Liaise with other community practitioners across Groundwork London to share best practice, ensure effective project delivery on cross-themed projects, replicate development opportunities and maximise team skills.
Personal and Professional Development:
· Participate in the Groundwork London 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 Training & Development 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 London, as may reasonably be requested by the Director for Communities.

· Work with due regard for Groundwork’s core values and objectives and Groundwork’s commitment to best practice and continuous improvement.
· Ensure the effective implementation of and adherence to, Groundwork London’s Diversity, Equal Opportunities and Health and Safety policies and procedures.
· All staff, the Board and volunteers will actively support, in their daily operations and duties, Groundwork London’s Environmental Management System.
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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 (Refugees and Migrants)
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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
	Appropriate experience working with migrant communities.
	 E
	(
	(
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	2
	Proven experience of community outreach, recruiting participants and successfully meeting participant target numbers. 
	E
	(
	(
	(
	(
	
	

	
	3
	Experience working with and supporting migrant communities.
	E
	(
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	4
	Experience working with migrant related organisations. 
	E
	(
	(
	
	
	
	

	
	5
	Experience in establishing and implementing robust monitoring and evaluation processes, including reporting to funders 
	E
	(
	(
	
	
	
	

	Competencies

Additional Requirements


	6
	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
	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
	(
	(
	
	
	
	

	
	10
	Excellent written, verbal and interpersonal communication skills and the ability to communicate effectively with people at all levels.
	E
	(
	(
	(
	
	
	

	
	11
	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
	(
	
	
	
	
	

	
	12
	Lived Experience; first-hand experience of being a refugee or migrant from outside of the EU and/or personal experience of the immigration system
	D
	(
	(
	
	
	
	

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

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

	
	15
	Commitment to safeguarding and health & safety
	E
	(
	(
	
	
	
	

	
	16
	A willingness to be flexible in work patterns and to fulfil occasional evening and weekend duties 
	E
	
	(
	
	
	
	


Appointment to this role is subject to an enhanced Criminal Records check through the Disclosure and Barring Service (DBS).
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This project is part fu nded by  the   European Asylum, Migration and  Integration Fund.   Making management of migration flows m ore  efficient across the European Union  

