
Calderdale Valley of Sanctuary

Membership Engagement Project

to start in July 2022

Fee: £3,000 based on a calculation of 8 hours per week up to March 2023
Duration: September 2022 - March 2023

Deadline for Applications: 5 pm Thursday, 1 September 2022

Who are we?

Calderdale Valley of Sanctuary is a network of members and supporters that are
committed to a shared vision, that:

“Calderdale is inclusive and welcoming, where those seeking asylum and refugees
can fully participate in the life of the valley and be recognised for their contribution.”

We held our first AGM in April 2021 and became a charity in 2022. Our priorities for
this year are co-ordinating a successful Refugee Week and growing our network of
supporters and members so that we can welcome refugees and people seeking
asylum in Calderdale. We are made up of a small team, mostly volunteers, who are
passionate about the work and making a tangible difference in the community.

You can find out more about us and our current projects on our website:
https://calderdale.cityofsanctuary.org/

Membership Engagement Project Brief

This is a great opportunity to play an instrumental role in growing the Calderdale
Valley of Sanctuary network with an aim to develop an engaged network of support
for frontline organisations throughout the valley who directly interface with refugees
and people seeking asylum.

We are committed to creating a culture of welcome in Calderdale built upon a greater
understanding of how communities can support each other and the particular
challenges that those seeking sanctuary face on their arrival.

We are really proud of the many organisations who are looking to find ways to help
those seeking asylum and living here as refugees and a key part of this role is to
ensure that we ENGAGE with and help CONNECT offers of support with the needs
of the frontline organisations in Calderdale.
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We have recently been working to improve our Communications, and have already
developed a high-quality monthly newsletter and exciting new Welcome Packs for all
Members and Supporters. We also have a joint Awareness Raising Project with St.
Augustine’s Centre which has been an asset in driving Membership, especially with
schools. However, our membership remains low and we need someone to manage
the implementation of Welcome Packs and engage with all Members to offer ways to
participate meaningfully.

The Membership Engagement Officer will therefore play a key role in driving forward
our relationships with the existing Member base, developing a clear engagement
plan and taking responsibility for its implementation to drive commitment and
mobilisation amongst the membership.

We are looking for someone who is proactive, self-organised, creative, and is brilliant
with people. Someone who seeks out opportunities and can develop productive and
purposeful engagement with external organisations. Someone able to work
effectively and independently. If this sounds like you, we want to hear from you!

*********

This is a chance to work with a brilliant Committee and volunteers who are all
passionate about our Mission.  This role will be worked in close conjunction with the
Communications Specialist, Amber Ray, and will report directly to Laura Beesley,
Chair of Calderdale Valley of Sanctuary.

Key information

● Freelance contract, ending March 31st ‘23
● Fee: £3,000 based on £15 an hour, 8 hours a week
● Project to start in September ‘22
● Hours to be worked flexibly and from home
● Contract review and breakpoint December 2022 (against mutually agreed

deliverables)

Interested?

Take a good look at the full brief below.

How to apply: Please write us an expression of interest, setting out on no more than
2 sides of A4 the following:

1) why this project excites you
2) what experience and skills you bring to the project
3) any plans or ideas you have and the approach you would take to complete
the project
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3) two referees

Submit your letter, along with your CV to us via email:
hello@calderdale.cityofsanctuary.org by 5 pm Thursday, 1 September 2022.

You will be notified if you have been shortlisted for an interview by 5 pm Monday, 5
September. Interviews will take place on Thursday, 8 September. Referees will
only be contacted following the interview subject to being selected for the project.

Below is an overview of the type of work a successful candidate would be expected
to undertake and is not an exhaustive list. We will be shortlisting based on what
qualities, skills and experience you bring to the project, as outlined in the person
specification.

Calderdale Valley of Sanctuary is committed to equality of opportunity for all staff and
applications from individuals are encouraged regardless of age, caring
responsibilities, disability, gender, gender identity, marriage and civil partnership,
pregnancy and maternity, race, religion or belief and sexual orientation.

We are an inclusive employer. We value difference and recruit by merit on the basis
of fair and open competition. We welcome candidates from a range of different
backgrounds.

Questions? If you have any questions please contact Laura Beesley by email:
hello@calderdale.cityofsanctuary.org.
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Membership Engagement Officer Job Description

Calderdale Valley of Sanctuary

Job Title Membership Engagement Officer
Employment
Status

Freelance contract, ending
March ‘23.

Review Point
& Contract
breakpoint

December 2022

Salary Total fee based on £15 an
hour at 8 hours per week

Line Manager Laura Beesley, Chair of
CVoS

Main Objectives
To mobilise the Calderdale Valley of Sanctuary network to actively welcome refugees and people
seeking asylum and meet the needs of frontline organisations by increasing our Member and
Supporter base.

Key Responsibilities

Membership Development
- Generate and implement a clear Plan of Action detailing steps to improve value and

engagement for our Members and Supporters, and how we can facilitate them to
play a more active role in supporting refugees and people seeking asylum in
Calderdale

- Develop a survey to gather feedback from existing members and supporters to
assess satisfaction levels and generate ideas for improvement

- Establish and follow a procedure for timely follow up with enquiries, new sign-ups
and existing Members / Supporters

- Creatively assess current Network meetings and seek ways these can be improved
to offer additional value and excitement for the Member base (informed by survey
results & through research with other similar organisations)

- Manage Welcome Packs and volunteers to send out to new Members and
Supporters, including occasional site visits

- Liaise with frontline organisations regularly to identify areas of need and build
connections with our network, matching resources and assistance when possible to
mobilise the network

- Work with Communications to create a campaign to increase awareness about
Calderdale Valley of Sanctuary and generate new sign-ups

- Seek out opportunities for Member base to get involved and share these with
Communications for inclusion in social media and monthly newsletter

- Support Volunteer Schools Lead in schools engagement and termly meeting
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Administrative & Other Duties
- Maintain the Member / Supporter sign-up form and spreadsheets
- Create a database and records of engagement for the Network
- Respond to all email communication and otherwise in a timely manner, even whilst

working flexible hours
- Ensure all new sign-ups are shared with Communications to be added to the

website
- Attend or submit reports to monthly committee meetings and contribute to

organisational developments
- Work within Calderdale Valley of Sanctuary values, and ensure policies, procedures

and codes of conduct are reflected in daily practice, particularly health and safety
and safeguarding.

Deliverables

Measures of Success
- Feedback form created and delivered to all current Members and Supporters
- Action Plan presented to Management Committee for approval
- Implementation of Action Plan, with clear procedures in place
- Increased mobilisation of Members and a system for working with frontline

organisations to achieve this
- A sustainable network in place with most members having undertaken at least one

action as part of CVoS

Outcomes

By the end of the project, we would like to see a growing and actively engaged network of
support for frontline organisations throughout the valley who directly interface with
refugees and people seeking asylum.
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Membership Engagement Officer Person Specification

Calderdale Valley of Sanctuary

Attribute Essential Desirable
Areas of
Experience

● Understanding of the needs and
experiences of people seeking
sanctuary in the UK

● Experience of partnership &
collaborative working and of building
relationships across a variety of
organisations

● Experience or
knowledge of the
asylum system

● Experience working
independently and
managing own
workload

● Experienced working
with volunteers

Knowledge,
Skills
and
Abilities

● Ability to present information clearly
and communicate effectively with
people from a wide range of
backgrounds and sectors

● Excellent verbal and written
communication skills

● Strong administrative skills to
support effective email
communication and record-keeping

● Evidence that you can develop and
maintain robust partnerships with
organisations

● A basic knowledge of
frontline organisations
in Calderdale

● Familiarity with the
different areas of
Calderdale and
knowledge of at least
some key stakeholders

● Skilled at collaborating
virtually with tools such
as Google Drive and
Slack
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● Good IT skills
● Excellent networking, motivational

and influencing skills

Qualifications ● No formal qualifications are
essential.

● Functional skills /
Maths / English
qualifications

Other ● A full, clean driving
licence and access to
own transport

Attribute Essential
Personal
Qualities

● Confident and comfortable working independently
● A 'people' person who is adept at conversing with a range of key

stakeholders
● Excellent organisational skills, ability to plan workload and to meet

deadlines
● Creative approach to finding new solutions
● Ability to build relationships and rapport
● An ability to work with minimal support and initiate new ideas and

responses as required
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