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City of Sanctuary National Co-ordinator Job Description

Hours: 16 per week

Salary: Starting at £8,000 (£20,000 pro rata), with planned salary increase dependent on funding.

Holiday entitlement: 10 days (plus Bank holidays)

Based: UK

Reporting to: City of Sanctuary Management Committee

Contract: The post is a 1 year contract – renewable annually subject to the needs and resources of the organisation. Current funding for the post is secured until the end of 2010, with continuation funding applied for.

Start date: September 2010

Interviews: Monday 9th August

Closing date for applications: 23rd July

The National Co-ordinator will be responsible for developing the national City of Sanctuary movement, by supporting existing local City of Sanctuary groups, and promoting new City of Sanctuary initiatives throughout the UK.

Supporting local groups
This will involve circulating regular newsletters by email, facilitating regular national network meetings, and providing information and support to individual City of Sanctuary group members where requested.

Promotion & Publicity

The National Co-ordinator will raise the public profile of City of Sanctuary through full use of local television, radio, print and Internet media, public speaking and written articles, and work to develop a voice for sanctuary in the mainstream media.

They will be responsible for regularly updating the City of Sanctuary website, circulating City of Sanctuary news to relevant networks, and making using of social networking and other new media to promote the movement’s key messages.

Organising Events

The National Co-ordinator will be responsible for organising national and regional events including the annual national conference, and facilitating public meetings to promote City of Sanctuary in new towns, cities and regions throughout the UK.

Building Partnerships
The National Co-ordinator will work strategically in partnership with regional & national refugee organisations, faith networks and other partners (including the national Refugee Week steering group, Refugee Council, Refugee Action, STAR etc) to further the aims of City of Sanctuary.

Fundraising
The National Co-ordinator will raise funds for national work by identifying potential funders and preparing and submitting fundraising applications and reports to funders. 

Management of support staff

The National Co-ordinator will be responsible for developing priorities for the Website Developer, and monitoring and appraising their work. The National Co-ordinator will also have administrative support from the Administration and Communications Officer, which does not include managerial responsibility.

Supporting the Management Committee
The National Co-ordinator will support the City of Sanctuary Management Committee in developing policies and strategy. They will attend and submit regular reports to committee meetings, as well as undertaking such other tasks as the Committee may require.

Person Specification

The National Co-ordinator will have substantial experience of initiating and running projects in the voluntary, community and faith sector. They will be able to demonstrate the ability to motivate and inspire potential supporters, through public speaking, written articles, and media appearances. They will possess sound administrative and IT skills, and will be able to manage their own workload without close supervision. They will also be skilled at team working, facilitating meetings and workshops, and building working partnerships with diverse groups and individuals.

Requirements:

A thorough understanding of, and commitment to, the aims and principles of the City of Sanctuary movement.
Experience of successfully managing innovative community projects.

A thorough knowledge of the asylum system, and a familiarity with the experiences of people seeking sanctuary in the UK.

Successful fundraising experience.

Experience in effective public speaking and using the media.

Experience of effective group facilitation, including chairing meetings and leading workshops.

Capacity to motivate, support and develop volunteers, and a commitment to participative working methods.

A high standard of written English, and a good working knowledge of  IT applications including word processing, databases, email and the Internet.

Experience of producing high-quality reports, articles and publicity material.

Flexibility in working times and arrangements, including some evening and weekend working, and willingness to undertake regular travel throughout the UK.

Extensive contacts within the UK voluntary, faith and community sector.

Application Form
Name:

Address:

Contact phone no:



Email:
Personal Statement: (Please consult the criteria on the Person Specification to complete this section).

Personal statement (continued).

Please use additional sheet if necessary.
Referee Contact Details (one of these should be a previous employer or supervisor).
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City of Sanctuary


Victoria Hall Methodist Church


Norfolk Street


Sheffield S1 2JB


� HYPERLINK "mailto:craig@cityofsanctuary.com" ��cityofsanctuary@cityofsanctuary.org�





June 2010


Dear applicant,





Thank you for applying for the post of National City of Sanctuary Co-ordinator. I enclose a copy of the Job Description and Person Specification and an application form.





To apply, please fill in and return the application form by 5pm on Friday 23rd July 2010 by email attachment only to: � HYPERLINK "mailto:craig@cityofsanctuary.org" ��cityofsanctuary@cityofsanctuary.org�


No curriculum vitae is required. 





Applicants will be shortlisted on the basis of information provided on the personal statement only. Please write your personal statement in relation to the qualities required for the successful candidate. We will be in touch after the 30th July to let you know whether you have been shortlisted.





The interviews will be held on Monday 9th August 2010. Shortlisted candidates will also be asked to prepare a short presentation as part of the interview process.





The appointment will be made subject to references.





Yours faithfully,





Inderjit Bhogal


Chair, City of Sanctuary





























Management committee: Inderjit Bhogal (Chair), Ouattara Houadjotany,


Cllr Mike Reynolds, Gina Clayton, Diana Tottle, Shena Moore, Levan Khazbulatov








