
Job description  
 
 

Programme Coordinator, Greater Manchester 

Refugee Step Change Consortium   

 

Responsible to: Good Practice & Partnerships Deputy Manager 

Location: Manchester office with flexibility to undertake regular home working (under Covid-

19 restrictions, this role will be home-based initially, however, there may be some face-to-face 

engagement with partner organisations when safe to do so) 

Hours: Full time - 35 hours per week   

Duration: Permanent contract (funded until September 2024) 

 

About the Greater Manchester Step Change Consortium 

The Greater Manchester Refugee Step Change Consortium is a pioneering initiative by nine 

charities (Asylum Matters, Boaz Trust, British Red Cross, GMIAU, Manchester City of 

Sanctuary, MRSN, Rainbow Haven, Refugee Action, Revive) and Experts by Experience 

(EBE) to transform into a joined-up and collaborative ecosystem of support for refugees and 

people seeking asylum in the Greater Manchester area. It is a project funded by the National 

Lottery Community Fund. See Annex 1 for more information about the programme  

 

About Refugee Action 

Refugee Action is a national charity with over 40 years’ experience empowering people who’ve 

survived some of the world’s worst regimes to secure the protection and support that they 

need to live with dignity and respect, and build a new life in the UK. We do this by providing 

expert advice and casework, building the capacity of partner organisations, and working with 

allies to change government policy.  

 

Our vision for a welcoming UK has never been more important. Last year almost 80 million 

people were displaced, the biggest refugee crisis since WWII. Add to this the most hostile 

Government we have ever faced, now’s the time to stand up for the rights of refugees. 

 

About the Good Practice & Partnerships Team at Refugee Action 

Since its inception in 2016, Refugee Action’s Good Practice and Partnership (RAGPP) team 

has built a community of more than 300 frontline refugee and migration organisations and 

worked directly with over 150 organisations to build capacity and co-design solutions to the 

https://www.ragp.org.uk/blog/step-change-national-lottery-grants-award-to-local-charities-seeking-to-transform-greater-manchesters-refugee-and-asylum-sector
http://www.ragp.org.uk/
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challenges they face. The team has built strong, trusting relationships with 

organisations who recognise the strategic value of increasing their capability. See Annex 2 

for more information about Refugee Action and the Good Practice and Partnerships Team.  

 

Purpose of the role 

The Consortium Programme Coordinator will liaise with all the key stakeholders, including the 

Consortium partners, the Experts by Experience group, the Independent Researcher and the 

wider Voluntary and Community Sector to ensure that the programme is on track and ensuring 

that the ecosystem is joined up and meeting the needs of beneficiaries across Manchester.  

 

The coordinator will be hosted by Refugee Action and line managed by Refugee Action’s Good 

Practice & Partnerships Deputy Manager. Refugee Action, in their role as lead partner, will 

hold ultimate responsibility for the activities and effectiveness of the overall programme with 

accountability to the Consortium Board for their delivery of the Programme.  

 

The Consortium Programme Coordinator will: 

 

1. Coordinate delivery and support organisations in the GMSC Consortium– 

Support all 9 partners to effectively deliver on the outcomes of the programme; enable 

partner organisations to contribute to the development goals of the Consortium and to 

strategically work together towards the common goal of establishing a local safety 

framework for those seeking asylum in the Greater Manchester area. 

 

2. Development – Support and coordinate the development activities that will support 

the Consortium to reach its overall aim of transforming the Greater Manchester area 

into a joined-up and collaborative ecosystem of support for refugees and people 

seeking asylum in the area. 

 

3. Monitoring, evaluation, and learning – Lead on the coordination, development and 

reporting with the external evaluator team, the funder, and disseminate the findings of 

the learning and impact within the wider refugee sector and other interested 

stakeholders. 

 

4. Amplify – work with the partners, the Expert by Experience (EbE) group and the wider 

Greater Manchester sector to develop a strategic approach that will bring the sector, 

and those outside working with refugees, closer together.   
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Main duties and responsibilities 

• To build strong relationships with the nine partners, ensure they have all the information 

they need and support them as necessary to meet the aims of the programme  

• In consultation with partners, to oversee the overall project plan and identifying how the 

different strands and work streams of the project fit together. 

• To facilitate the quarterly Consortium Board meetings and report back to those meetings 

as needed 

• To liaise with Step Change partners, the Refugee Action Business Development team and 

the Finance Department and, where necessary, The National Lottery Community Fund 

(TNLCF), to manage the reporting and monitoring framework 

• To work closely with the independent researcher to produce the programme’s monitoring 

and evaluation framework to ensure that the programme and the partners have a common 

approach, local systems and tools to capture the impact of their early action practice for 

their beneficiaries, partners and organisations.  

• To work with the Consortium to ensure that the most effective structure is put in place for 

Experts by Experience to steer and influence the work of the project 

• To manage the programme budget and to work with Refugee Action’s Finance team to 

ensure this is carefully monitored during the duration of the project. 

• To facilitate discussions and decision-making with partners to design the initial 

Collaboration and Capacity-Building projects 

• To plan for the sustainability of the programme beyond the duration of its current funding. 

• To raise the profile of the GMSC’s approach to supporting people seeking asylum with 

policymakers, funders and partner organisations.  

 

Collaboration with others  

• Contribute to developing Refugee Action’s longer-term strategy for good practice support 

for asylum and migrant support organisations 

• Play an active role in the wider work of the Good Practice & Partnerships team with a 

particular focus on digital design, prevention and de-escalation principles and the team’s 

overall anti-racism strategy 

• Continue to build strong relationships with the Campaigns & Advocacy team and Policy 

and Research team to help develop alternative policy and practice positions, and feed into 

our Asylum System campaigns work 
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• Work with the Good Practice & Partnerships team to make the example 

of Greater Manchester Step Change programme accessible to other local areas across 

the UK 

• Work with partners to produce case studies, blogs, newsletters etc. to capture the activities 

and impact of these activities 

 

For the Charity 

• To participate in individual supervision, training and appraisal. 

• To participate fully in regular GPP team meetings and other Refugee Action staff meetings, 

planning and review sessions, conferences and working groups as required. 

• To liaise and co-operate with other teams in Refugee Action as appropriate. 

• To carry out all tasks in accordance with the aims, values, policies, procedures, guidelines 

and other agreed working documents. 

• Safeguard at all times confidentiality of information relating to staff and clients. 

• Work towards the incorporation of anti-racist practices in the work that we do and support 

the Experts by Experience group to maximise the shift in power to people with lived 

experience 

 

Person Specification 

Experience, Skills, Understanding and Knowledge 

• Insight into the needs, experiences and hopes of refugees and people seeking asylum. 

• Strong networking, facilitation and partnership-building skills with significant experience of 

delivering collaborative projects and/or partnerships.  

• Excellent project management skills with experience of successfully managing complex 

programmes of work. 

• Ability to assess organisational needs and provide high quality development support to a 

range of frontline organisations. 

• Understanding of the current and future challenges faced by organisations that provide 

services for asylum-seekers, refugees and migrants in the UK. 

• Understanding of monitoring and recording systems and how they produce effective data 

to measure impact.  

• Experience of overseeing granting arrangements and performance management of 

grantees. 

• Understanding of the Asylum and Immigration System, legal literacy and access to justice 

and commitment to developing knowledge/attending training. 
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Desirable  

• Understanding of Early Action approaches, crisis prevention and de-escalation in service 

delivery 

• Understanding of the Greater Manchester city-region context, including the opportunities 

and challenges for refugees and people seeking asylum and the organisations that support 

them; and how Experts by Experience can shape and influence a vision for refugee support 

and integration  

• Those with lived experience as a refugee and/or asylum-seeker are encouraged to apply 

 

 

In addition to the above, candidates will be interviewed on the following if they are 

short-listed.   

• Experience of, and commitment to understanding the importance of cultural diversity, 

anti-racism and equality and inclusion 

• Experience of delivering a communication strategy 

• Understanding of how digital technologies can support capacity building programmes 

• Understanding of the benefits and challenges of involving volunteers on services and 

projects 

• Commitment to the principles of confidentiality, impartiality, non-directive advice, and 

equal opportunities 

• Ability to plan and manage own workload 

• Open and reflective attitude to own work and experience 

• Ability to use Information Technology to the required standard 

• Understanding of the strengths and challenges of front-line organisations 

• Excellent written and oral communication skills, accuracy and attention to detail, and 

ability to produce reports based on project monitoring data 

• Understanding of the development needs of voluntary sector organisations and those 

supporting people in the immigration system 

• Covid rules permitting, ability to travel within the UK 
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Terms and conditions of employment 

This post is offered on a full-time basis working 35 hours per week. Permanent contract 

(funded until September 2024). The following conditions of service will apply: 

Salary Grade 5, £32,234 - £34,728 per annum (NJC 34-37). All new 

employees will normally start at the bottom of the band. 

Location Based in the Manchester office with flexibility to undertake regular 

home working. 

Annual increments Increments of one point per annum to the maximum of the band 

are paid on the 1 April.  To qualify the post holder must be 

confirmed in post and employed since the first of the previous 

October. 

Pension Refugee Action will contribute 8% of gross basic salary plus £50 

per month into a pension plan (pro rata for part-time posts). 

Holidays 24 days per year plus public holidays (pro rata for part-time 

posts). Holiday entitlement increases to a maximum of 31 days 

per year, reached within 5 years of employment (pro rata for part-

time posts). 

Hours of Work 35 hours per week (excluding lunch breaks). Some evening and 

weekend work may be required for which time off in lieu should 

be claimed. 

Probation This post will have a probationary period of six months. 

Notice One month’s notice of termination of employment on either side. 

Disability We are committed to making every reasonable adjustment to the 

workplace or working arrangements so as to accommodate 

people with disabilities. 

Employee Assistance 

Programme (EAP) 

All Refugee Action staff are subscribed to use a 24-hour 

confidential support line. Face to face counselling can also be 

arranged with the EAPs trained counsellors if appropriate. 
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Annex 1: Further information about the GM Step Change Programme 

 

Existing separate collaborations on services, voice and practice development have provided 

a vital safety net for people living in the city-region. These have gone some way to ensuring 

that people’s essential needs are met, and crises have been responded to. The process 

leading to the formation of this Consortium has ensured that our experiences have been 

shared with decision makers in the city-region and acknowledged by them. Whilst this has 

secured agreement to work towards a city-region strategy, it is not enough.  The GM Refugee 

Step Change Consortium will unite local and national refugee support charities and EBE for 

the first time around a strategic vision for an effective integration system for people seeking 

asylum and refugees in Greater Manchester. And stronger relationships are key to creating 

this Step Change.  

Our programme aims to create an environment and infrastructure in which refugees and 

people seeking asylum can survive and thrive in the face of a range of complex barriers, which 

promise to become more challenging over the next few years as we grapple four predicted 

scenarios: i) a ‘new normal’ developing as we emerge from Covid; ii) the very high likelihood 

of a significant recession; iii) a more challenging and negative policy context for people going 

through the asylum system; and iv) the likely further increase of far-right activity. 

The Step Change Consortium is a programme of work designed to strengthen and coordinate 

the refugee and migrant support sector in Greater Manchester, seeking to centralise the voices 

of those with lived experience in service design, delivery and objectives, and ensure that all 

those in need of support have access to an equitable and consistent support structure 

regardless of location within the Greater Manchester area.  

 

Membership of the Consortium: 

➢ Asylum Matters 

➢ Boaz Trust 

➢ British Red Cross 

➢ GMIAU 

➢ Manchester City of Sanctuary 

➢ MRSN 

➢ Rainbow Haven 

➢ Refugee Action 
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➢ Revive 

 

The programme will deliver the following outcomes over 3.5 years: 

➢ Refugees and people seeking asylum will be able to meet their basic needs and 

secure their rights, through improved and earlier access to high quality, easily 

accessible place-based advice and support services. They will also have the 

increased confidence, knowledge, skills and opportunities to embrace their new 

lives in the places where they live. 

➢ Refugee and asylum support organisations across GM will report increased 

collaborative working and capacity to provide sustainable, high quality, integrated 

services that are responsive to the needs and priorities of beneficiaries. 

➢ Refugees, people seeking asylum and the organisations that support them will have a 

strengthened collective voice, to ensure that decision makers understand their 

priorities. 

 

 

Step Change is grounded in the needs and aspirations of refugees and people seeking asylum 

with a dedicated, embedded programme of EBE (Experts by Experience) engagement that 

stretches back to the inception of the partnership.  The EBE Group will play an active role in 

steering and advising on activities, programme development and management, as well as the 

voice and influencing work, making Step Change a truly people-led programme, able to deliver 

responsive services informed and shaped by the communities that need and access them. 

Programme Activities 

The activities of the Step Change Consortium programme have been carefully designed to 

meet the identified needs and intended outcomes described above, but also to build on the 

existing strengths within the city-region’s refugee and asylum integration system.  The four 

different categories of activity below are intended to mutually support each other, while each 

contributing specifically to the achievement of one or more of the planned outcomes. 

1) Place-based service delivery through a Hub, either community-based or outreach;  

2) City-region-wide ‘thematic’ service delivery, namely immigration legal advice, 

housing & support, asylum support rights & advocacy and activities to connect with the 

wider community;  

3) A programme of collaborative and capacity-building ‘task and finish’ design 

projects, drawing on partner’s expertise and insights into the systemic flaws that exist 

and aimed at creating a stronger sector, with less duplication, more shared services 

and common approaches to service delivery; 
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4) A voice and influence programme, where the experiences of 

refugees and people seeking asylum and those who support them, are brought 

together through both the data and case studies of partner organisations and the 

personal testimonies of Experts by Experience, whilst, in parallel, opportunities for 

dialogue with city-region policymakers are set up.  

 

 

Annex 2: Further information about Refugee Action and the Good 

Practice and Partnerships Team 

 

It's a crucial time to be part of Refugee Action as we come to the end of our current strategy 

(2019-22), and embark on our next strategic period with a fantastic new CEO who has worked 

in the charity for 19 years. We will do this through securing systemic change through our 

campaigns to change government policies, our direct services, and our work to strengthen 

and connect other service delivery organisations. You can read more about what we do here. 

 

We will also continue with our commitment in our strategy to do far more to learn from and 

shift power to refugees and people seeking asylum. We are also striving to be an actively anti-

racist organisation. Both of these commitments are a top priority for our new CEO as set out 

in his first public statement on Twitter here. 

 

The Good Practice and Partnerships Team collaborates with others to develop and scale 

innovative practice to overcome the issues limiting their practice - disconnected, 

overwhelmed, reactive services - and to address the causes rather than the symptoms of 

beneficiaries’ needs. The team uses a collaborative approach to project delivery ensuring that 

the users and community are at the heart of development, delivery and reflection. 

 

Refugee Action believes that early action can increase the power of people within the asylum 

system, thereby preventing crisis later in their journey. For example, providing good advice 

and information to people a) prior to their substantive interview clarifies their expectations and 

enables them to negotiate the system, or b) immediately after they have received a decision 

on their asylum claim, can prevent crisis.  

 

https://www.refugee-action.org.uk/what-we-do/
https://twitter.com/TimNaorHilton/status/1388153197768941572

