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Working English Project Manager (Part Time) 
 
Responsible to:  Head of Services and Safeguarding 
 
Location: Home based (this post will require some travel) 

 
About Refugee Action 
 
This is an exciting time for Refugee Action. We are a national charity with more than 

40 years’ experience of 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 campaigning on the 

policies that affect them.  

Our vision for a welcoming UK has never been more important. 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.  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. 

Purpose of post 
 

• To manage and have responsibility for the Working English Project, an online 

employability programme to support refugees and other eligible migrants to better 

understand the UK work environment and increase levels of employability, 

including functional, ‘working English’ language skills 

• To provide overall management and leadership of the team and ensure that 

Refugee Action’s vision, values and culture remain key in the planning, 

development and management of staff, volunteers and the service itself 

• To ensure that the activities of the service contribute to Refugee Action’s strategic 

aims, in terms of reducing the disproportionate poverty experienced by refugees 

in the UK, decreasing barriers to education, training and employment opportunities 

and of empowering refugee communities in the UK 

 
 

https://www.refugee-action.org.uk/what-we-do/
https://twitter.com/TimNaorHilton/status/1388153197768941572
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Main duties and responsibilities 
 
For service delivery – working directly and with volunteers: 

 

• Manage delivery of the service, ensuring it is delivered to a high-quality standard 

and is responsive to the needs of the clients 

• Ensure direct line management for all Working English Project staff and have 

oversight of volunteer recruitment, training and support, ensuring they are 

supported to deliver a high-quality service 

• Promote the project, manage referrals into the project and develop materials and 

processes for effective delivery of the Working English North Project, including 

induction and training materials to ensure volunteer mentors have the knowledge 

and resources to support their mentees. 

• Build partnerships with other organisations which offer employability services from 

which people using the project could benefit, and to work with people and with 

those agencies in order to facilitate their access to potential employment and 

volunteering opportunities 

• To carry out risk assessments for activities associated with the Working English 

Project. 

• Work with the Working English Volunteer Coordinator to ensure that the volunteer 

programme is based on volunteering good practice, that it is innovative and 

responsive to client and stakeholder needs and that volunteer roles are fully risk 

assessed and reviewed on a regular basis 

• Hold overall responsibility for all staff, volunteer and beneficiary safety 

• With the Head of Services and Safeguarding, and Head of Finance, to ensure all 

aspects of financial management are undertaken and all relevant funding reports 

are completed 

• Ensure that the service is grounded in the views and feedback of its beneficiaries 

and use this to feed into the development of the service and Refugee Action's 

strategic goals 

• Ensure that the service meets funding requirements as appropriate 

• Foster an environment of reflection, learning and innovation 

• Be responsive to and manage change, including amending plans to cater for 

changing beneficiary needs or managing change within staff and volunteer 

numbers/funding 
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• Ensure that all work is carried out in accordance with Refugee Action’s strategic 

aims, values, principles, policies and procedures, specifically those around equal 

opportunity, confidentiality, impartiality and non-directive advice. 

• Ensure that Refugee Action's services are delivered sensitively, in ways which 

respect the culture, personal history and situation of all its users 

• Develop the service in collaboration with volunteers, and ensure that they receive 

all the support they need to take an active role in the support of people from 

refugee backgrounds. 

• Take a leading role in the recruitment and selection, induction and training of staff 

as necessary, enabling them to carry out their work and develop their skills  

• In collaboration with the Head of Services and Safeguarding, ensure cross-

working issues such as quality management, monitoring and evaluation and health 

and safety are planned and implemented appropriately 

• Provide written and oral reports as required internally and externally to funders 

and other relevant stakeholders. 

• Represent the needs of resettled refugees to mainstream services. 

 
For the charity 

 

• Contribute to charity initiatives around decreasing barriers to and increasing 

opportunities for education, training and employment for refugees and other 

eligible migrants in the UK 

• To ensure appropriate liaison with other teams in Refugee Action 

• To represent Refugee Action as and when required. This may include representing 

Refugee Action in the media, with the support of the Refugee Action 

Communications team. 

• To participate in management meetings, training sessions, conferences as and 

when required 

• To participate in own supervision and appraisal as agreed with the line manager 

• To carry out administrative tasks in support of own work  

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

• To carry out all the above in accordance with the aims, values and policies of 

Refugee Action, in particular, confidentiality, impartiality and Equal Opportunities. 
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Candidate Specification  
 
All experience may be paid or voluntary, full or part-time, in the UK or 
overseas. Candidates will be short-listed on the following specifications: 
 
Experience, Knowledge, Abilities and Skills 
 

• An understanding of the experiences and barriers facing people seeking asylum, 

newly granted refugees and vulnerable migrants who are seeking employment 

• Knowledge and experience of supporting people to access employment or 

volunteering opportunities in the UK 

• Excellent management skills and experience of providing support and supervision 

to staff and volunteers in an emotionally demanding environment 

• Evidence of excellent partnership and negotiation skills, especially with Local 

Authorities, and the ability to work constructively and demonstrate influence and 

leadership with a wide range of external agencies, voluntary, statutory and private 

sector.  

• Excellent contract and financial management skills, especially relating to services 

with complex financial auditing requirements 

• Ability to develop new activities and projects and to raise income for them 

 

Desirable 

• Those with lived experience as a refugee are encouraged to apply 

 

In addition to the above, candidates will be interviewed on the following if they 
are short-listed. Candidates need not write about these points in the 
application form.  

 

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

asylum. 

• Willingness to positively contribute to Refugee Action’s work to become a truly 

Anti-Racist organization.  

• Excellent leadership skills to enable the team to have a clear sense of direction, 

feel motivated, empowered and have a clear understanding of how their own roles 

contribute to and enhance the work of the team as whole. 

• Understanding of the global context around, and the UK’s role in, resettlement 

• Experience and understanding of cultural diversity and the ability to manage and 

support a multi-cultural team. 
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• Excellent communication and presentation skills. 

• Ability to manage and develop monitoring systems. 

• Understanding of the impact of working with people in a situation of transition and 

uncertainty, and of appropriate ways of handling that impact at work. 

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

and equal opportunities 

• Constructive approach to managing a regional team within a national agency. 

• Ability to be self-supporting administratively and to be IT literate. 

• The post requires some travel within the UK, including occasional overnight stays. 
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Terms and conditions of employment 

This position is offered on a part time permanent basis with initial funding secured for 12 

months, however we will look to extend it if further funding is secured. The following 

conditions of service will apply: 

Salary £30,451 - £32,910 (Band 4a. NJC 32-35) per annum, pro rata. 

plus, Inner London Weighting (£3,717) if based in London. All 

new employees will normally start at the bottom of the band.   

Location This role is a Homebased role; however, Refugee Action has 

offices located in London, Birmingham, Bradford and 

Manchester which employees are able to access. 

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 five years of employment (pro rata for 

part-time posts). 

Hours of work 17.5 hours per week (excluding lunch breaks). Some evening 

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

claimed. 

Flexible Working We are committed to considering all requests to work flexibly. 

Probation The 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. 

DBS Employment in this post may be subject to a satisfactory police 

clearance being obtained.  
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