
 
 

Job Description  

Wales City of Sanctuary Coordinator (Groups & Streams) 

Hours: 37 hours per week  

Salary:  £28,428  

Holiday entitlement:  28 days plus 8 statutory Bank holidays, pro rata 

Based: Location flexible, but must be resident in Wales 

Reporting to: Chief Officer  

Fixed Term Post: Until the 31st December 2023 (funding is likely to be secured for 

continuation for a further two years) 

About City of Sanctuary   

City of Sanctuary UK holds the vision that the UK will be a welcoming place of safety for all 

and proud to offer sanctuary to people fleeing violence and persecution. The City of 

Sanctuary UK organisation supports a network of local groups includes boroughs, villages, 

towns, and cities across the UK and those involved in streams of sanctuary and welcoming 

work; all committed to building this culture of welcome across every sphere of society. 

Wherever refugees go, we want them to feel safe and find people who will welcome them. 

Please go to our website and read our Charter for further information. 

Purpose of the post  

The Wales City of Sanctuary Coordinator will be a member of the City of Sanctuary UK team 

and contribute to the strategic objectives of the organisation. The post holder will work 

collaboratively with other staff members to support and coordinate networks of City of 

Sanctuary groups and mainstream organisations (Streams of Sanctuary) across the UK.  

The post holder’s main priority will be to build City of Sanctuary Wales networks by providing 

support for existing and new groups in Wales, as well as providing coordination and support 

for streams of sanctuary programmes such as schools, universities, colleges, libraries, etc.  

The post holder will fulfil the need for close and supportive relationships with our City of 

Sanctuary groups and streams leads (which can be local authorities or third sector partners), 

and will facilitate cooperation and sharing of ideas and resources across Wales and the rest of 

the UK. Additionally, through developing close partnerships, the post holder will also 

contribute to the building of a movement across Wales and the UK, and work collaboratively 

with the Welsh Refugee Coalition (and other key stakeholders) to realise the aim of making 

Wales a Nation of Sanctuary. 

Main duties 

The post holder will be required to:- 

1. Build the CoS network in Wales  

https://cityofsanctuary.org/2022/02/02/charter/


 
a. Provide one to one support to existing and new City of Sanctuary groups,  
building effective relationships based in trust; 

b. Listen, encourage and provide practical advice to developing, new and 

established CoS-affiliated groups as required across Wales; 
c. Offering support to groups to get new City of Sanctuary initiatives started; 

d. Communicate regularly with groups/key people by zoom, newsletters, email, 

phone and through occasional face to face visits; 

e. Work with new CoS groups so they understand what they are signing up to 
when they join the network and provide the interface between local groups and 

the City of Sanctuary UK organisation; 

e. Facilitate and support Streams of Sanctuary initiatives and Sanctuary Awards 

processes in Wales, including organising sanctuary award appraisals panels 
when required;  

f. Organise regular meetings for CoS groups in Wales with the aim of 

encouraging communication and the sharing of best practice; and,  

g. Assist Welsh CoS groups to access and use the website, access email and City 
of Sanctuary resources. 

 
 

2. Facilitate, support and coordinate Streams of Sanctuary programmes and 
Sanctuary Awards in Wales 

 

a. Schools of Sanctuary will be the priority for year one of the post including the 

following activities:- 

(i) Develop sustainable networks and ways of supporting awards; 

across Wales, including supporting the partnership with the Church 

in Wales; 

(ii) Build contacts and foster good working relationships with the 

Schools of Sanctuary local leads e.g. CoS groups, local authorities, 

third sector partners; 

(iii) Coordinate appraisals where there are no local leads; 

(iv) Work closely with the SoS Coordinator at CoS UK to capture and 

share best practice from Wales;  

(v) Provide support and training for new and emerging local leads on 

SoS; 

 

b. Support the development of Streams of Sanctuary networks, including 

providing advice and training;   

c. Coordinate awards appraisals where there are no local group/leads.  

 

3. Partnership working and promoting Nation of Sanctuary  

 

a. Build contacts and foster good working relationships with the main refugee 

support charities in Wales, attend Welsh Refugee Coalition meetings and the 

Executive meetings; 

c. In partnership with the Welsh Refugee Coalition, support the delivery of a 

Sanctuary in the Senedd event on an annual basis; and, 

d. Work closely with Asylum Matters and the Welsh Refugee Coalition in order to 

support groups to get involved in campaign initiatives. 



 
 

4. Work collaboratively with Sanctuary Ambassadors on all aspects of the work  

 

a. Facilitate the delivery Sanctuary in Politics Courses; 

b. Support and encourage the participation of Sanctuary Ambassadors in local groups; 

and,  

c. Provide training and support for Sanctuary Ambassadors to engage in Streams of 

Sanctuary Wales networks and appraisals.  

 

5. Communications  

 

a. Facilitate input from Wales CoS groups and partners into CoS UK priorities and 

systems; 

b. Contribute and work with the City of Sanctuary UK team to facilitate good 

communications across the network through email and newsletters;   

c. Contribute to the circulation of City of Sanctuary UK news to other relevant 

networks in Wales; and, 

d. Work with the wider CoS UK team to contribute to the social media strategy to 

promote key messages through updating Facebook and Twitter accounts  

 

6. General 

 

a. Undertake administration tasks and maintain administrative records as required, 

including, but not limited to, information required for monitoring and evaluation;  

b. Liaise closely with other members of the national team and trustees and attend 

network-wide meetings when necessary; 

c. Work as part of the City of Sanctuary UK team to deliver on UK partnership 

work, including our annual conference; 

e. Assist with administrative and budget tasks when required with the support of 

the Finance Officer and the Chief Officer;  

f. Provide reports for internal purposes as well as contributing to funders’ reports;  

g. Work within City of Sanctuary UK Policies and Procedures at all times;  

h. Take part in training, learning and development as required by the role; and, 

i. Carry out additional duties that may be reasonably expected  

 

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 refugees and asylum seekers or having lived experience of 

seeking sanctuary.  

c. Experience in addressing groups of people in a variety of settings including training and 

supporting skills development.  



 
2. Knowledge and skills  

a. Good understanding of the asylum and refugee process, the ongoing legislative changes 

underway and the need for sanctuary and a sound knowledge of the refugee and third sector  

b. Ability to relate to and work with a wide range of people, many of whom will be volunteers, 

as well as having strong inter-personal skills of listening, questioning, feedback, and rapport 

building to create effective alliances and relationships.  

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

d. A good communicator, being able to use a wide range of communication methods, 

including written, oral, and social media and the effective delivery of presentations to a wide 

range of audiences. 

e. Proven skills in administration, organisation, facilitation, and event management. 

f. Excellent IT skills including ability to learn to use a variety of applications, for example 

Microsoft Word, PowerPoint, Excel, Google workspace, Slack, CiviCRM, Canva, and 

WordPress.  

3. Qualities  

a. Must be passionate about our work and clearly demonstrate a commitment to the vision of 

the City of Sanctuary.  

b. Be diplomatic and patient in building relationships and partnerships with key stakeholders.  

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

cope with varied work programmed (whether it be working alone or in collaboration with 

others). 

d. Willingness to learn new skills and applications to solve problems as required.  

4. Practicalities 

The role is home-based with the expectation that the person lives Wales.  

The role requires occasional travel, including occasional overnight stays. 


