
 

 

Job Description 

Schools of Sanctuary Support Officer  
 

Hours: 16 per week  

Salary:  £26,260 pro rata  

Holiday entitlement: 28 days plus 8 Statutory Bank holidays, pro 

rata 

Based: UK/Working from Home 

Reporting to: Schools of Sanctuary stream lead  

Contract: Fixed-term contract to 31st March 2021  

 

Background & Purpose of the Post  

Schools of Sanctuary (SoS) is a growing network with over 300 

primary and secondary schools all committed to supporting the 

thousands of young people seeking sanctuary in the UK, creating a 

culture of welcome, and raising awareness of the issues faced by 

refugees and asylum seekers. City of Sanctuary UK is working hard to 

expand and develop its resources to enable its network of groups, SoS 

Coordinators and interested schools to participate in the SoS stream 

and receive recognition via a sanctuary award. CoS UK is now seeking 

a Schools of Sanctuary Support Officer to support the Schools of 

Sanctuary lead during the next five-month period.  

 

The post holder will have responsibility for coordinating the Schools of 

Sanctuary stream across the UK and deliver a specific 

homework/homeschool mentoring project. By supporting and 

expanding the reach of the Schools of Sanctuary stream, the post 

holder will contribute to the building of a City of Sanctuary movement 

throughout the UK and help with the delivery of the organisation’s 

strategic objectives.  

 

Main duties 

The post holder will be required to: - 

 



 

1. Deliver a homework/homeschool project and create 

resources to support the network who are undertaking. This 

will include:   

 

a) researching existing projects and identify best practice and case 

studies to share across the network; 

b) organising a ‘Facilitated Conversation’ in order to build capacity and 

inspire action by highlighting best practice;  

c) working in collaboration with other projects to avoid duplication 

and plug gaps in homework/school support across England; 

d) delivering a three-month pilot homework/homeschool mentoring 

project in partnership with Sanctuary Ambassadors. For more 

information about CoS UK’s Sanctuary Ambassador, please read 

here: https://cityofsanctuary.org/resources-for-groups/media-and-

communications/); and,  

e) creating a How-to toolkit to support City of Sanctuary groups to 

deliver homeschool mentoring projects  

 

2.  Support the development of the Schools of Sanctuary 

stream. This will include:  

 

a) organising and overseeing the administration associated with the 

SoS Steering Committee which has bi-monthly meetings;  

b) ensuring CoS groups have support, resources, and tools to engage 

with SoS and promote knowledge sharing between groups and 

schools; identifying good practice case studies to promote through 

the website; 

c) participating in SoS assessment panels; 

d) maintaining accurate SoS entries on the CoS UK database; and,  

e) developing and supporting the development of online content to 

support SoS. This may include hosting events, such as trainings, 

workshops, “Facilitated conversations” and webinars about SoS, 

and sharing examples of best practice. 

 

3.  Support CoS UK Communications around Schools of 

Sanctuary. This will include:  

 

https://cityofsanctuary.org/resources-for-groups/media-and-communications/)
https://cityofsanctuary.org/resources-for-groups/media-and-communications/)


 

a) contributing and working with the CoS UK team and particularly 

with the Communications Manager to facilitate good 

communications across the network through email, website stories 

and newsletters;  

b) creating a regular SoS Newsletter highlighting best practices, case 

studies and resources from across the network;  

c) moderating the Schools of Sanctuary JISC listserv and posting 

regular content to it;  

d) contributing to the circulation of Schools of Sanctuary news and its 

newsletter to other relevant networks;  

e) working with the team to contribute to the social media strategy to 

promote key messages and write content about Schools of 

Sanctuary and regularly updating SoS and CoS UK Facebook and 

Twitter accounts; and,  

f) delivering presentations on Schools of Sanctuary to support the 

growth of the stream. These presentations may be for 

teachers/educators, school management teams, CoS groups, 

partner organisations and the general public.  

 

4. General Tasks. This will include:  

 

a) undertaking administration tasks and maintain administrative 

records as required, including, but not limited to, information 

required for monitoring and evaluation purposes for the Schools of 

Sanctuary stream;  

b) liaising closely with other members of the national team and 

trustees; 

c) attending network-wide/national meetings when necessary; 

d) working as part of the national team to deliver on national 

partnership work related to Schools of Sanctuary; 

e) assisting with administrative and budget tasks when required with 

the support of the Finance Officer and the Chief Officer;  

f) providing reports for internal purposes as well as contributing to 

funders reports when required; 

g) working within City of Sanctuary Policies and Procedures at all 

times;   



 

h) taking part in training, learning and development as required by 

the role; and,  

i) carrying out additional duties that may be reasonably expected as 

part of the CoS UK team.  

 

Person Specification  

 

1. Experience  

 

a. Participation in the sanctuary movement, preferably through 

involvement in a City of Sanctuary local group or stream.  

b. Experience in working with people seeking sanctuary or having lived 

experience of seeking sanctuary in the UK.  

c. Experience in communications (including addressing groups of 

people in a variety of settings) and facilitating alliances and 

relationships 

d. Track record of building professional relationships with a wide range 

of people  

 

2. Knowledge and Skills  

 

a. Sound knowledge of schools/education sector. 

b. Ability to demonstrate the skills required to build alliances and 

relationships, including strong inter-personal skills of listening, 

questioning, feedback, and rapport building  

c. Ability to prioritise, work under pressure, self-manage and meet 

deadlines  

d. A good communicator, including written, oral, and social media 

skills, as well as the skills to design, build and deliver presentations 

to a wide range of audiences  

e. Good IT skills and ability to use a database and a variety of software 

packages, such as Microsoft Word, PowerPoint, Excel, Access etc 

(Basic web developer skills would be desirable, including the ability 

to use WordPress, however training can be provided)  

f. Facilitation and meeting/event organisation skills, including skills in 

administration and basic finance work 

 

 3. Qualities  

 



 

a. Must be passionate about our work and clearly demonstrate a 

commitment to the vision and values of the City of Sanctuary 

movement  

b. Persuasive and diplomatic in building alliances and relationships 

c. Self-motivated, resilient, and calm under pressure, able to adapt to 

changing situation and cope with varied work programme (whether 

it be working alone or in collaboration with others) 


