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Job Application Pack – Volunteer Development Worker
Please note. Closing Date for Application 9.am Monday 3rd July, Interview date 18th or 19th July
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Swansea Bay Asylum Seekers Support Group (SBASSG)

VOLUNTEER DEVELOPMENT WORKER

A 2-year 21 hour per week post, funded by Tudor Trust. Salary: £21,000 pro rata. Statutory pension contributions.  Based in Swansea. Start early September
ABOUT OUR ORGANISATION
Swansea Bay Asylum Seekers Support Group is a volunteer-led registered charity, run and managed by its members, who include asylum seekers and refugees and other local people. 

Our purpose is to develop a community of asylum seekers, refugees and locals in Swansea which offers practical support, development, educational and recreational opportunities to asylum seekers and refugees, and activities which promote equality and foster understanding between people of diverse backgrounds.

We have a strong tradition of partnership working, a track-record of running successful twice weekly “drop-in” sessions for over 12 years, supporting refugee writing, supporting destitute asylum seekers, and being a seedbed for new ideas. 

PURPOSE OF JOB

1. To build our capacity by developing and supporting voluntary involvement at every level amongst our members, and by recruiting and supporting new voluntary help.

2. To support volunteers to develop our service in ways identified by our membership and prioritized by our management committee. For example, improved outreach; more varied activities, improved information and signposting at our drop-ins; and potentially, new projects which meet specific challenges identified by our asylum seeker and refugee members.

3. To help us grow the organisation’s future coordinating capacity, for example by supporting the management committee to recruit and develop new members and officers, and by supporting volunteers to take other responsible roles in the organisation.
ACCOUNTABILITY AND MANAGEMENT ARRANGEMENTS

This post is wide ranging, and regular support and supervision sessions will focus on careful work planning and support. The post holder will be accountable to SBASSG management committee and to the funders. They will be expected to maintain records as required by the funders and management committee and to contribute to reporting to funders. 

Current volunteers and management committee have a wide range of skills and life experience which will help to support the post holder.

PLACE OF WORK

1) Much of the work will take place at our twice weekly drop-ins.

2) A shared office space in Swansea.

TASKS

The work will be organized in two overlapping stages. 

Stage one
In the first three to six months, the post holder will:

1. Become familiar with our organisation, its activities, values and policies. 

2. Develop their existing knowledge of asylum seeker and refugee issues, and relevant organisations in Swansea and further afield.

3. Review roles and potential contributions with existing volunteer members.
4. Learn about our existing volunteer roles, both administrative and practical, by undertaking some of them directly in the short term. Administrative work could include: minute taking, rota organisation, creating and maintaining data bases of members and volunteers, other record keeping, assisting the treasurer, etc. Practical roles might include assisting or managing some drop-in sessions; food preparation; shopping, etc.

5. Review or write role descriptions for some of these tasks, and work with us to develop our volunteer policy.

6. Begin to work with our membership to identify needs, and skills that could be shared.

Stage Two

For the remainder of the two years, the post holder will:

1. Identify people inside and outside the organisation to volunteer for some of the existing roles, and for additional roles when this becomes practicable.

2. Ensure that each volunteer task has a clear role description and appropriate support to ensure it is done effectively.

3. Develop effective recruitment and support systems to ensure that volunteer work is done safely, within our values, and to a good standard.

4. Take up references on volunteers, following the guidance in our volunteer policy.

5. Support volunteers, individually and through group meetings and training.

6. Work to increase the proportion of asylum seeking and refugee volunteers.

7. Continue to work with our membership to identify needs that could be met by additional individual volunteers or volunteer teams.
8. Liaise with the line manager and management committee with regard to any proposed new volunteer-led initiatives, to determine our priorities.
9. Liaise with other local organisations working with refugees, aiming to:

a. make a wide range of volunteering opportunities more accessible for asylum seekers and refugees;

b. potentially develop joint services and activities which meet the needs of asylum seekers and refugees and are prioritised by the management committee. 

10. Work within our volunteer policies and procedures and contribute to their review.

11. Remain aware that this project has only 2 years of funding at present, and contribute to the thinking of the committee on how this work can be continued. 

VI) Person Specification


Essentials

1) A commitment to SBASSG’s aims and values. 

2) A basic knowledge and understanding of the challenges faced by people seeking asylum.

3) Ability to work alongside people seeking asylum, and others, to develop ideas and help put them into action.

4) Demonstrable ability to recruit, support and manage volunteers appropriately.

5) Excellent communication skills in English – both written and spoken.

6) Good listening skills.

7) Ability to work on own initiative within guidance offered by the line manager and the management committee.

8) Available for frequent work at our drop-ins, on Friday evenings between 5 and 7.30pm and for 2.5 hour sessions on Saturday mornings or afternoons.

9) Willing to work flexibly within an agreed framework. 

10) IT competence – MSWord, Excel.

Highly desirable 

1) First-hand experience of seeking asylum; or experience of working with asylum seekers and refugees.
2) Experience of volunteer recruitment and support, and the ability to adapt this experience to an informal community setting.
Desirable

1) Facilitation and group work skills.

2) Competence in one or more languages spoken by asylum seekers and refugees.

3) Ability to communicate through social media and to contribute to the development of our website and Facebook page. 

	Application form guidelines

· The first two pages of the application form (candidate names and contact details etc.), and the equal opportunities sections will be detached from the remainder of the application upon receipt for anonymity during the shortlisting process 

· CV’s will not be accepted 

· Please read the Job Description and the Person Specification relating to the post and the relevant background information supplied before completing the ‘Experience and skills’ section of the application form.  Use this section to show us how you meet the Person Specification, going through the Person Specification point by point.  
· You should aim to maximise your scoring opportunity at the shortlisting stage by dealing with each of the criteria in the person specification separately.
· Candidates must email their completed applications in word format (not in pdf or any other format) to alantswansea@gmail.com to reach this address by 9am Monday 3rd July
· It is your responsibility to ensure that any application submitted is received by the deadline
· The application deadline is final – any applications received after the deadline will not be considered. For the purposes of meeting the deadline, it is the time that the application is received by SBASSG that is relevant (not the time that the applicant sends the application). SBASSG will not be held responsible for any delays caused by email providers in delivering the candidates’ application forms.
· Referees should not include family members
· Candidates who have been shortlisted for interview will be contacted using the details provided on their application form.

· Candidates who have been shortlisted for interview will be required to perform a written, verbal and/or presentational task as part of the interview process
· It is anticipated that interviews will take place on 18th 19th July
· Successful candidates will be required to sign acceptance to the terms and conditions of the grant.
· If you have any practical difficulties in filling out this form, please email marilynmilesthomas@gmail.com. As SBASSG is a small volunteer led organisation they are not able to deal with general enquiries prior to interview.



Application Form

Please read the guidelines to completing this application form
POST APPLIED FOR: Volunteer Development Worker
The first two pages of this application form will be detached from the remainder of the application upon receipt and will only be used for contact purposes once candidates have been shortlisted. 

Personal information will be treated in confidence.

PERSONAL DETAILS

	NAME:

	ADDRESS:

POSTCODE: 

	DATE OF BIRTH:

	EMAIL ADDRESS:

	DAYTIME TELEPHONE NUMBER:

	EVENING TELEPHONE NUMBER:


	How much notice would you require to start this employment? 




	It is a criminal offence for employers to employ a person who is not entitled to work in the UK.  In order to comply with this, DPIA asks prospective employees to produce relevant documentation.  Successful applicants must provide relevant documentation before employment commences.

	Are you entitled to work in the UK? 
	Yes 
	No

	In order to improve the diversity of our workforce, Swansea Bay Asylum Seekers Support Group is committed to short-listing candidates meeting the selection criteria who have a disability. For this reason, please indicate if you consider yourself to have a disability.  If you indicate that you have a disability and you are short-listed, we will contact you before the interview to discuss your requirements.  This is to make sure that our process is accessible and meets your needs.

	Do you consider yourself to be disabled? 
	Yes 
	No 


REFERENCE NO. 1 (Please note that references will only be taken upon appointment. One reference must be your most recent employer or voluntary work supervisor).

	NAME:

	ADDRESS:



	TELEPHONE: 
	EMAIL: 

	RELATIONSHIP TO YOU:


REFERENCE NO. 2   

	NAME:

	ADDRESS:



	TELEPHONE: 
	EMAIL: 

	RELATIONSHIP TO YOU:


EDUCATIONAL QUALIFICATIONS

	SUBJECTS STUDIED
	SCHOOL/UNIVERSITY OR COLLEGE NAME
	QUALIFICATION AND

GRADE OBTAINED
	YEAR

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


   FURTHER TRAINING: Please tell us about any training or other qualifications you may have

	

	

	


EMPLOYMENT HISTORY (Please begin with your current or most recent employment)

	EMPLOYER NAME AND ADDRESS
	POST AND BRIEF DESCRIPTION OF DUTIES
	DATES EMPLOYED
	REASON FOR LEAVING

	
	
	
	

	
	
	
	

	
	
	
	


VOLUNTARY WORK: Please tell us about any voluntary work that you may have done

	SFG


HOBBIES AND INTERESTS

	


PLEASE EXPLAIN ANY GAPS IN YOUR EMPLOYMENT HISTORY

	


EXPERIENCE AND SKILLS: Please read the Job Description and the Person Specification relating to the post for which you are applying before completing this section.  Use this section to show us how you meet the Person Specification, going through the Person Specification point by point.  

	


REHABILITATION OF OFFENDERS ACT 1974: 

Have you ever been found guilty by a court of any offence which is not treated as spent under the Rehabilitation of Offenders Act 1974 or is there a case against you pending? If yes, please specify below.

	

	

	


POLICE CHECKS

A DBS check will be carried out prior to employment.  

Do you give permission for this to be carried out?

YES   /   NO (please delete as appropriate)

DECLARATION

The provision of false information in an application form may be grounds for disqualification or, if appointed, dismissal. All candidates must sign this form. If you are sending your application by email and you are selected for interview, then you will be required to sign the form prior to interview.

I certify that the information given on this form is correct to the best of my knowledge.  I consent to Swansea Bay Asylum Seekers Support Group checking any information provided in this application.

PRINT NAME: 
______________________________________________

SIGNATURE: 
 ______________________________________________

DATE: 

_______________________________________________

Equal Opportunities Monitoring Form
SBASSG is committed to achieving equal opportunities in employment. To help us to monitor the effectiveness of our equal opportunities policy, you are asked to complete the following questions.  Completing this section of the application form is voluntary. This information will be separated from your application before the short-listing process begins. SBASSG wishes to reassure applicants that this form will not be used at any stage of the recruitment process and will be separated from the application form immediately on its receipt.  Any information given on this form will remain confidential and only be used for monitoring purposes to assess the effectiveness of our equal opportunities policy. 
Share Tawe Accommodation Worker Post
A. Gender

	Male 


	

	Female


	


B. Age 


	16 – 24
	

	25 – 34
	

	35 – 44
	

	45 – 54
	

	55 – 64
	

	65+
	

	Do not wish to declare
	


C. Disability

SBASSG believes that people are disabled by the barriers society places in their way. Providing this information will allow us to monitor our commitment to promoting diversity and developing a workplace environment where all staff are treated with dignity and respect. 

Do you consider that you have one or more disabilities or health conditions such as those listed below?

	Yes
	

	No
	

	Do not wish to declare
	


If you have answered yes, please indicate which of the following apply to you. Please tick any that apply. 
	Cerebral palsy
	

	Physical disability
	

	Dyslexia/dyspraxia
	

	Speech impairment
	

	Mental health condition current or previous (e.g. depression)
	

	Blind or reduced vision not correctable by glasses
	

	Deaf or hard of hearing
	

	Wheelchair user
	

	Autism
	

	Learning difficulties
	

	Long-term medical condition or illness (including anything for which you take a regular prescribed medication or need regular medical treatment e.g. diabetes, cancer, epilepsy, asthma etc.)
	

	Do not wish to declare
	


D. Ethnic group 

(These are based on the Census 2001 categories, and are listed alphabetically)

Asian, Asian British, Asian English, Asian Scottish, or Asian Welsh

	Bangladeshi
	

	Indian
	

	Pakistani
	

	Any other Asian background (specify below if you wish)
	

	


Black, Black British, Black English, Black Scottish, or Black Welsh

	African
	

	Caribbean
	

	Any other Black background (specify below if you wish)
	

	


Chinese, Chinese British, Chinese English, Chinese Scottish, or Chinese Welsh, or another ethnic group

	Chinese 
	

	Any other ethnic background (specify below if you wish)
	

	


Mixed 

	White and Asian
	

	White and Black African
	

	White and Black Caribbean
	

	White and Chinese
	

	Any other Mixed background (specify below if you wish)
	

	


White

	British
	

	English
	

	Irish 
	

	Scottish
	

	Welsh
	

	Any other White background (specify if you wish)
	

	


Do Not Wish to Declare

	Do not wish to declare
	


E.  Is your present gender the same as the one assigned to you at birth?

	Yes
	

	No
	

	Do not wish to declare
	


F. Your religion or belief 

Which group below do you most identify with?

	No religion
	

	Baha’i
	

	Buddhist
	

	Christian
	

	Hindu
	

	Jain
	

	Jewish
	

	Muslim
	

	Sikh
	

	Any other religion or belief (specify if you wish)
	

	

	Do not wish to declare
	


G. Your sexual orientation

	Bisexual
	

	Heterosexual / straight
	

	Homosexual/ gay
	

	Other
 (specify below if you wish)
	

	

	Do not wish to declare
	


H. Please tell us where you saw this post advertised?

Please return this application form to alantswansea@gmail.com to be received by 9.00am on Monday 3rd July 2017

ADDITIONAL INFORMATION RELEVANT TO THE WORK
FINDING OUT MORE ABOUT THE CHALLENGES FACED BY ASYLUM SEEKERS

It is important for the successful candidate to have a basic knowledge of how the asylum system works. Also, what is going on in Swansea to support asylum seekers, to help them use their talents, or simply to bring people together. it is worth scanning some of the websites below before filling in the application form.
We would advise you to spend more time looking at the websites listed if you are called for interview.

Useful local websites include:
· Swansea Bay Asylum Seekers Support Group

· Swansea City of Sanctuary 
· Unity in Diversity (Note its local directory of services)

· African Community Centre

· Ethnic Youth Support Team

· Asylum Justice. (Based in Cardiff but invaluable for Swansea)

National Websites

· Right to Remain. (Their Toolkit has an excellent section on the Asylum System, and within this their diagrams on the asylum process are helpful)
· ASAP – Asylum Support Appeals Project. 

· Bail for Immigration Detainees

· WCVA 

Volunteering
· WCVA has an excellent website with lots of information on volunteering. 
� This is a summary of our charitable objects, which can be seen in full on our website (� HYPERLINK "https://sbassg.wordpress.com/our-organisation/" �https://sbassg.wordpress.com/our-organisation/�) and the Charity Commission website.
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