[image: ]



Job Description :	
Resettlement Coordinator 

Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	Job Description

	Job title:
	Resettlement Coordinator 


	Service:
	 Community Wellbeing – Community Services


	Team:
	 Resettlement


	Location:
	 The Burys, Godalming, Surrey, GU7 1HR


	Reporting to:
	 Resettlement Manager 


	Responsible for:

Post:

	N/A

 
FTC – 18 months 


	Our Organisational Values 

	Openness
	In Waverley we value openness and honesty where communication is clear and constructive and actions are transparent.

	Excellence
	In Waverley we value excellence, working in a consistent and professional way to achieve the highest standards possible, taking the time to recognise and celebrate success.

	Fairness
	In Waverley we value fairness and respect, working with integrity to ensure that everyone is treated well and has equal access to the opportunities available. 

	Team Work
	In Waverley we value team work and collaboration, with approachable staff actively contributing to our shared corporate goals.

	
Taking Ownership
	In Waverley we value taking ownership, where everyone feels personally committed to issues at hand and is working towards a positive outcome.





	
Principal purpose of the role

	· Council's have a critical role to play in welcoming and supporting refugees, this role will cover supporting families here under the Afghanistan Relocation Assistance Programme (ARAP), Afghan Citizens Resettlement Scheme (ACRS) and the Homes for Ukraine Scheme (HFU). 

· The primary purpose of the role is to provide support to refugees and their host families, ensuring that those arriving from Ukraine are in safe and suitable accommodation, that they integrate in the local community and ensure safeguarding and welfare needs are met. This is done through home visiting. 

· To provide guidance and advice on securing private rented accommodation after the initial host relationship ends.

· To hold a case load and provide advice to refugees being resettled in Waverley This includes information, advice, advocacy and guidance where necessary and involves dealing with a range of issues, including welfare benefits, housing, health and wellbeing services, education, English language provision and employment.

· To continually support and be a point of contact for the client through each stage of their welcome, support and integration pathway

· The role will focus on ensuring effective and timely matching and rematching of Ukrainian guests and host families. To help ensure successful relationships the post holder will have to understand the needs of the Ukrainian family and the potential host families.

· To work with other agencies/departments within the council to effectively support refugees 

· Liaise with resettlement colleagues and agency partners to ensure refugee needs are addressed, signposting queries through the correct channels and escalating concerns where appropriate.  

· To assist in the provision of an efficient, effective and professional service of the Resettlement Team.


	Main duties and accountabilities

	
ARAP/ACRS

· To provide an assertive and needs-led support service to recently arrived refugees with the aim of guiding the client through the local welcome system and working toward the goal of achieving independence and self-sufficiency. 

· To prepare properties for the arrival of a family into Waverley – ensuring the property is adequately furnished and meets the needs of the arriving family

· To act as first level of response for all refugee family enquiries by email or telephone with the aim of resolving the enquiry at the first point of contact and if necessary refer to a senior colleague for their input. 

· To manage a caseload of refugee families, ensuing holistic assessments are undertaken and appropriate short, medium and long-term action plans are developed for each family. 

· To be a contact for Council Officers, Members, hosts and guests and partners for information relating to the various Refugee schemes and the families that are being supported

· To provide assistance and advice on budgeting and general money management advice including assistance with the application of benefits, coaching for the present to ensure future independence.  

· To support clients to identify and engage with the services best suited to their individual needs. To complete referral to those services, support them to make appointments and support them to attend where necessary. Other services may include GP’s, health visitors, schools etc. 

· Ensure clients understand and adhere to their tenancy agreement and provide support where required to resolve any tenancy breaches. This would be done alongside the families allocated housing officer.

· Types of support that might be required:  
· listening, affirming, encouraging, comforting, offering reassurance  
· coaching and mentoring – learning how to live here in the UK
· establishing routines  
· encouraging good hygiene and cleanliness 
· ensuring the families/individual has access to what they need i.e. appropriate housing, food, clothing.  
· assisting with charitable funding bids to acquire items  
· helping to build positive communication  
· helping them to have clear expectations and boundaries 
· assisting with benefit applications and budgeting  
· assisting with school applications  
· promoting independence  
· supporting nutrition, sleep, exercise and well-being 
· reinforcing parenting skills and capacity 
· attending multi-agency appointments 
· establishing meaningful daily activity, learning and training opportunities 
· establishing integration into positive community activities and social interaction

Homes for Ukraine: 

· Coordinating initial inspection and secondary welfare checks in accordance with deadlines specified in government guidance. This is through home visiting.
	
· Accountable for making decisions based on knowledge of the scheme and using your own judgement as to whether there are any safeguarding concerns or matters to be escalated to a senior officer e.g. where the property, guests or hosts are not appropriate within the scope of the Homes for Ukraine Team or that there may be some reputational risk for the Council.  

· To develop and maintain positive relationships with those arriving from Ukraine and hosts under the Homes for Ukraine scheme  

· To complete welfare checks to those required as and when, particularly if families/individuals are placed temporarily in B&B accommodation. It is important to note that B&B accommodation maybe outside of the Waverley area.  

· Ensure newly submitted host and guest applications are identified and use own judgement to determine priority cases in order to mitigate and manage risks

· Provide advice and assistance to support those leaving their host families to source appropriate private rent accommodation, working with housing departments to ensure the prevention of homelessness and prevent the need for temporary accommodation. 

· To provide support to try to mitigate any breakdown in existing relationships to prevent the need for rematching

· To act as an advocate for those arriving from Ukraine as and when required and to be a point of contact

All schemes
· Be a subject matter expert on the HFU, ARAP and ACRS refugee pathways, keeping up to date with policy evolution, sharing this knowledge and experience with others 
· Develop and maintain strong operational partnerships via good communication with both internal and external agencies such as the wider Regional Resettlement teams and relevant Council services, such as advice and housing, to ensure the clients have a comprehensive support system in place. 

· The ability to work effectively within the Multidisciplinary framework of the team, which relies on good communication, joint visits and partnership working and enables quick and effective communication with regard to achieving outcomes, overcoming issues and sharing risk information. 

· Understand, maintain, and operate computer systems, including Sharepoint, Jigsaw & Microsoft office suite. Ensure admin tasks are up to date and accurate.

· Participate fully in individual supervision and training that is identified  
· Be able to recognise situations of safeguarding concern and adhere to effective safeguarding practice for vulnerable adults and children in accordance with the Council’s policies, guidance, and protocol
· To provide excellent customer service, listening and empathising with customers and showing a desire to help and support at all times whilst maintaining client’s understanding of realistic outcomes
· Provide advice that is fully understood (using interpreters where needed), culturally sensitive, empathetic and also complies with the need for confidentially, data protection and the maintenance of personal boundaries. 

· Treat all colleagues with dignity and respect 

· In conjunction with other colleagues in the Resettlement Team, to provide adequate cover to respond to customers during the Council opening hours

· Follow work process and procedures with a high level of accuracy

· Actively promote the Council’s Equality and Diversity policy 

· Ensure  the confidentiality and the requirements of  GDPR are fully applied 

· To provide the above support in a time flexible way e.g. this will sometimes be required between 7.00 to 19.00 hours to meet the needs of our community.  

· To undertake administrative and financial tasks as agreed with the Team Manager 


· To work in accordance and alignment with all national legislation, countywide and local policies and procedures.  The following policies must be understood in detail: child and adult safeguarding, risk assessment, data protection, information sharing, equalities and diversity and health and safety to inform everyday practice 

· To assist the Team Manager and other council departments in gathering the appropriate recording and quality assurance data to ensure that the Homes for Ukraine scheme can be monitored and evaluated at a local district, countywide and national level. 


· Assist in evidencing the impact of work done as and when required  

· Carry out any other duties that are within the scope and grading of the post which could also be requested by the line manager

Business Continuity 
· Play a pivotal role in business continuity planning and should the need arise assist in ensuring business recovery of key service provision in a 24 hour window.
Health and Safety
· Comply with all Health and safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required

	


Dimensions of the role

	Number of host families:      circa 131
Number of Ukraine guests:  circa 277
Number of Refugee Families being supported by WBC: Currently five with the potential increase to 12 in the coming months. 

	 Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	
Manage a caseload of clients assessing ongoing need and provide information, advice, advocacy and guidance that will assist individuals and families to access the services and support that they require. 

Undertake assessments and made decisions on client’s needs, prioritise these needs paying particular to safeguarding and develop action plans to address these needs 
Prioritising cases for visits and rematching based on knowledge and experience


Liaise and work with partners to ensure key services and support are available, signposting and helping to develop bespoke solutions where necessary. This will involve working collaboratively with partners to consider options for meeting various needs whilst working within the relevant legal frameworks. 

 Liaise with the relevant Waverley BC departments, NHS, Police, Social Services, CAB and other local services in order both to keep up to date with relevant policies and procedures and to update these partners on developments as required. 

Advise and signpost regarding resettlement options for long term accommodation and where the clients are in private sector housing work with Local Authority housing departments to ensure the prevention of homelessness and or prevent the need for temporary accommodation. 

Coordinate appropriate additional support from charities and volunteers in order to ensure that there is a targeted approach to the provision of services. 

Make determinations through regular contact and other sources of information whether there are any emerging or existent safeguarding needs and ensure the concerns are raised with the designated safeguarding lead.



	Planning/Organising/Controlling

	· Organise workload to balance review meetings and visits with the requirement to have excellent record keeping and up to date admin.  

· Plan visit workload over the upcoming 6-12 months to ensure that new arrivals have sufficient contact time balanced with the ongoing needs of existing refugee families 


· With the supervision of the Resettlement Manager forward plan over the upcoming 6 months to determine level of need for existing and incoming refugee families along with variations in need to the Homes for Ukraine scheme 

· Plan an exit strategy for each family approaching the end of their period of definite leave to remain, implementation to begin at least 6 months in advance of support coming to an end

· Develop robust and effective positive relationships with internal colleagues, members, partner agencies, contractors and the clients to ensure a lasting rapport


	Customers and Contacts

	Internal
All staff including the Corporate Management Team 
Executive Councillors and ward members.

External
Waverley Borough Council customers, tenants, service users and visitors to the borough
Contractors 
Consultants employed by Waverley Borough Council
Other key stakeholders; such as suppliers, utility companies, citizens advice bureau, Police, Surrey County Council Officers
Shop-keepers and traders
Members of other Councils, other local authorities and government departments



	Service/Team Structure

	





PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	
	Person Specification

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	Educated to A Level standard [or equivalent] 
	A/I/C
	Experience of dealing with vulnerable people
	A / I

	
	Experience of working [paid or unpaid] in a similar role and /or possess related qualification


	A / I
	Experience of managing a client caseload and creating detailed support and action plans

	A / I

	
	Experience of working collaboratively and building relationships with partner organisations, both internal and external

	A / I
	Experience of supporting clients who have complex needs

	A / I

	Knowledge /Technical Skills

	Strong working knowledge of Microsoft Packages including excel, word and outlook.   
	A / I
	Understanding of issues faced by refugees from conflict zones
	A / I

	
	Patience, courtesy and flexibility in dealing with people
	A / I
	Knowledge of Council services
	A/I

	
	Knowledge of the current UK framework around refugee resettlement for Afghanistan and Ukrainian refugees

	A / I
	Good knowledge of the locality of Waverley Borough Council and the differing areas

	A / I

	
	Demonstrates an ability to assess and manage risk

	A / I
	Demonstrates excellent advocacy skills and the ability to engage and build relationships with families with complex needs, whilst retaining clear boundaries.

	A / I

	
	General understanding of the financial systems of support for families/ individuals on low incomes who are/maybe  vulnerable due to their refugee experience, health or disability issues. 

	A/I
	Knowledge of refugee, migrant or asylum processes
	A/I

	
	An understanding of the UK education system 

	A/I
	Previous experience of using Outcome Stars, DLUC Foundry database and/or Housing Options Jigsaw database
	A/I

	
	Willingness to learn to use new software packages
	A/I
	Knowledge of private sector housing tenancies and social housing tenancy management
	A/I

	
	Knowledge of Safeguarding
	A/I
	
	

	Communication

	Good written and verbal communication skills, with attention to detail

	A/I
	Ability to speak Ukrainian or Dari
	A/I

	
	Ability to deal and effectively negotiate with customers, in sometimes difficult, sensitive or contentious situations in a professional manner
	A/I
	
	

	
	Able to choose the most effective communication dependent on the situation and individual circumstances
	A/I
	
	

	
	Accurate spoken and written English is essential for the post
	I
	Experience of dealing with a diverse customer base and their needs
	A/I


	
	Commitment to a high level of customer service, demonstrating courtesy and flexibly in dealing with people
	A/I
	 
	

	Team Working


	Effective team and multi-agency working
	A/I
	
	

	Managing self and others

	Resilient, Self-motivated and confident about exercising your own judgement and initiative in situations which can sometimes be challenging

	A/I
	
	

	
	Able to maintain confidentiality when dealing with sensitive data
	A/I
	
	

	
	Shows a personal commitment to the work of the service, taking ownership of tasks and seeking to meet set deadlines and targets.

	A/I
	
	

	
	Demonstrates the ability to apply a methodical approach, plan, prioritise and monitor own work and able to follow procedures. 

	A/I

	
	

	Can do approach / Achieving results

	Ability to  solve straight forward problems
	A/I

	Willing to embrace change and take on new challenges
	A/I


	
	Ability to stay calm and focused under pressure.
	A/I

	
	

	
	Punctual and reliable
	A/I

	
	

	ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST*


	For business continuity purposes you are required to have access to the internet at home via broadband on a PC, laptop or tablet.
	A/I
	
	

	
	Full and valid driving licence
	A/I
	
	

	
	A willingness to work outside of normal hours if necessary
	A/I
	
	

	
	Able to travel to other locations within and outside the borough to attend meetings, training and home visits
	A/I
	
	

	
	Use of own transport
	A/I
	
	



* Please note that Waverley Borough Council cannot guarantee to supply you with the provision of equipment such as laptop, tablet, mobile phone or pool vehicle

How assessed:

A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment






	
For Official Use only

	Job title:
	Resettlement Coordinator 
	Post no:
	

	Service:
	Community Services
	JE score:
	245

	Team:
	Resettlement
	Pay band:
	8 

	Location:
	The Burys
Godalming, 
Surrey GU7 1HR
	Position type:
(if part time, working pattern)
	Full time
37 Hours/ Five day week


	Competencies:
(level 1 – 4)
	Communication:
	2
	

	
	Customer Service:
	3
	

	
	Team Working:
	2
	

	
	Managing Self and Others:
	2
	

	
	Can do approach/Results:
	2
	


	Reviewed By:
	Resettlement Manager
	Date:
	March 24

	Checked in:
	HR 
	Date:
	

	Last Updated:
	
	Date:
	March 24 




Exec Head of 
Community Services


Resettlement 
Manager


18 month FTC

Resettlement Coordinator 


18 month FTC

 Resettlement Coordinator


12 month FTC

Resettlement Administrator
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