
 

 
 

Job Description  
 
Post:      Social Inclusion Co-ordinator (12 month  
      contract*) 

Salary:      £24-26,500 per annum depending on 

      experience (pro-rata) 
Hours:    21 hours per week  
 
Reports and is accountable to: Services Development and Delivery  
      Manager, Refugee Resource 

 
Location:     East Oxford, (currently remote) 
 

(*This post is being advertised as a 12 month contract initially.  It is likely to be extended 
pending funding and organisational need) 
 
Purpose of Post 
 
Refugees and asylum seekers face huge barriers in attempting to establish themselves in a new 
community and recover from the trauma of recent experiences. In order to fully benefit from the 
therapeutic and mentoring support offered by Refugee Resource, many service users also need help 
to address a wider range of social and practical issues  This post is integral to Refugee Resource’s 
holistic approach in supporting our clients’ integration.  
 
The Social Inclusion Co-ordinator will: 
 

 provide flexible and responsive case work support to service users, based on their needs and 
aspirations, which promotes social inclusion and recovery, and complies with existing and 
future Refugee Resource contracts;  

 ensure that service users are given the opportunity to be involved at all stages of social 
inclusion planning and delivery; 

 provide co-ordination of all front-of-house activity, reception staff and volunteers, and CAB 
advice work sessions and associated partnership work;   

 provide line management for Citizen’s Advice worker post and inclusion volunteers. 
 
Key responsibilities 

 
1.  Co-ordination 

 

 To co-ordinate Refugee Resource’s social inclusion activity in accordance with organisational 
priorities and targets; 

 To co-ordinate the work of all front of house/reception staff (volunteers and employees) and 
provide advice and guidance as necessary; 

 To co-ordinate all referrals and physical logistics of the CAB Advice sessions; 

 To co-ordinate data and information collection and provide reports for the CEO  and funding 
bodies as required.  

 



2. Line Management 
 

 To manage the Citizen’s Advice worker post and inclusion volunteers. 
 
3. Service Delivery 

 

 To lead on the development and delivery of social inclusion interventions.  

 To work within a multi-disciplinary team to identify service users who need additional ‘social 
support’ work in order to stabilise their situation; 

 To carry out person-centred assessments and manage a caseload of service users to support 
them on their ‘social inclusion’ journey; 

 To provide one-to-one casework support to service users to resolve barriers to social inclusion 
(employment, accommodation, health, income, support systems, social activities; 

 To liaise with local partners, especially our sister charity Asylum Welcome, to ensure our mutual 
clients receive a high quality and joined up service 

 To collaborate closely with Asylum Welcome advice and advocacy colleagues in order to 
maximise impact and ensure an optimal service for our mutual clients 

 To liaise with statutory services (health and social care, housing, job centre) and voluntary sector 
services to assist service users and ensure a joined up service provision for each service; to co-
ordinate and help with the delivery of the training offer to these partners 

 To contribute to internal training and provide advice to colleagues, volunteers and mentors 
when appropriate 

 
4. Monitoring and Evaluation  
 

 To monitor progress of social inclusion activity against agreed aims/targets;  

 To maintain appropriate records and data systems; 

 To  use  appropriate systems to capture data in relation to the level of need for “wrap around” 
services. 
 

 5. Administration 

 

 To provide high quality organisation, co-ordination and  administration; 

 To ensure service user social inclusion records are maintained up to date; 

 To ensure service user records are kept safe and confidential as necessary; 

 To represent the organisation at local, regional and national partnerships conferences and 
meetings as required. 

 To accept personal responsibility for own learning and professional development. 
 
6. Miscellaneous 

 

 To participate fully in team meetings for planning, carrying out and reflecting on the work of 
Refugee Resource; 

 Adhere to the organisation’s confidentiality, health and safety, and safeguarding children 
and vulnerable adults policies 

 To undertake any other duties as may be required from time to time, which are 
commensurate with the nature of the post. 

 
This job description represents an outline of responsibilities of the post and may be amended 
following consultation with the post-holder. 
 



 
Skills and Specifications: 
 
Essential 
   

 Strong track record of achievement and working competently in the health and social care 
sector or other person-centred setting.  

 Excellent communications and interpersonal skills with an ability to build strong 
relationships and working partnerships with service-users, co-workers and other 
organisations. 

 Pro-active innovative and creative approach, with an ability to problem-solve and the drive 
to develop and implement new areas of work.   

 Well-developed organisational and administrative ability with proven success in setting up 
systems, keeping records, monitoring and evaluating projects; basic computer skills including 
Microsoft Excel.   

 Empathy with refugees and asylum seekers and basic understanding of immigration and 
asylum laws and the issues that face our client group 

 Ability to work independently and to prioritise own workload.  

 
Desirable 

 

 NVQ  level 3 in Health and Social Care. Advice and Guidance or equivalent. 

 Understanding of mental health issues, especially those that may be faced by Refugee 

Resource clients. 

 Experience of managing, developing and motivating people. 

 

How to apply 

 

Refugee Resource is committed to diversity and inclusion in its workforce.  We particularly welcome 

applications from candidates with lived experience (actual or by association) from refugee or asylum 

seeking backgrounds. Refugee Resource actively promotes a culture where people can be themselves, 

are valued for their strengths and are recognised for the contribution they make to the achievement of 

our mission. 

 

Application 

 

For an informal conversation about this role, please contact, Services Development and Delivery 

Manager Lucy Nichol at lucynichol@refugeeresource.org or on 07763 440294 

 

Applications can made using our application form and emailed to jobs@refugeeresource.org 

 

Closing date:  Friday 12 February 

Interview date:  Tuesday 23 February 
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