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Swansea Asylum Seekers Support  (SASS) 
www.sass.wales 

Job Opportunity:

ESOL Project Coordinator

March 2024
SASS is looking for an enthusiastic person with skills in ESOL (English as a Second/Other Language) and in project co-ordinating, to join our team. We are a small charity that provides Welcome, Welfare, Wellbeing and Empowerment to asylum seekers and refugees through various activities, with few staff and lots of volunteers. Many SASS volunteers, including ESOL teachers, are asylum seekers and refugees themselves.

The job is 2.5 days/week, with regular Friday early evening and Saturday working.

For further details, see the Job Description.

If you’ve never visited a SASS drop-in, then we encourage you to come along to see the ESOL project in action and meet teachers and learners, and some of the Trustees. For details of drop-ins see www.sass.wales.  You don’t need an appointment.  Feel free to contact Chair of Trustees, Sandra Morton: 07400605669

Recruitment process

· Your application must be received by 5pm on 8 April 2024 
· Send your application to email vol.sbassg@gmail.com marked ‘ESOL JOB’
· Your application (can be one file or more) must include: 
· Your CV.
· Names of 2 referees with their job titles, phone numbers and emails.
· A written statement on 1 side of A4, explaining what your priorities will be in the first 2 or 3 months, if you get the job.
· A note about any restrictions on your availability for interview and your availability to start work on the dates stated below.

· Interviews will be held in the week commencing 22 April 2024 (probably Friday 26th)
· Start work on 7 May 2024 or as soon as possible after that.
Swansea Asylum Seekers Support  JOB DESCRIPTION    March 2024

Job Title:  ESOL Project Coordinator

Hours of work:  2.5 days per week (17.5 hours/week) (includes evening/weekend hours)

Fixed Term:  12 months, with 3 months probation. Renewable subject to funding.

Salary:  £24,200 per annum pro rata

ABOUT OUR ORGANISATION
Swansea Asylum Seekers Support is a volunteer-centred registered charity, whose members include asylum seekers and refugees and other local people. 

Our purpose is to develop a community of asylum seekers, refugees and locals in Swansea which offers asylum seekers and refugees practical support, educational and recreational opportunities, and activities which promote equality and foster understanding between people of diverse backgrounds.[footnoteRef:1] [1:  This is a summary of our charitable objects, which can be seen in full on our website www.sass.wales and the Charity Commission website.] 


We have a strong tradition of partnership working with other local agencies and charities to address our beneficiaries’ needs, and a long track-record of running busy, twice weekly “drop-in” sessions, which provide welcome, support and empowerment, and are a seedbed for many new projects. We have an inclusive, non-hierarchical culture promoting equity in all we do. 

All SASS employees are subject to legislation and regulations concerning Charity Law, Health and Safety, Equality and Diversity, Safeguarding, and other matters. 

All employees must be familiar with and comply with SASS’s own policies in these and other areas: these are available on www.sass.wales/sass-policies.
AIMS OF THE JOB
To help asylum seekers and new refugees to develop their English language skills, primarily by coordinating and supporting volunteer ESOL teachers delivering classes at SASS dropins and online. More broadly, to collaborate with the SASS team of paid workers and volunteers to provide asylum seekers and refugees in Swansea with all-round “welcome, welfare, wellbeing and empowerment”.

Sessions are informal, elective (i.e. learners can freely drop in and out), and non-accredited. Some are fully planned lessons including reading and writing. Many are informal, conversational. Some learners need help with college homework. Many are waiting to enrol at college. Some have no basic literacy in any language. Some gain most from 1-to-1 support.  


During 2023 we had about 280 learners enrolled – some attending more regularly than others – and 10 volunteer teachers. New learners arrive most weeks. Currently, 10-12 classes take place weekly – 2-3 groups at each drop-in (Fridays and Saturdays) and 6 on other days of the week, on Zoom – plus 1-to-1 sessions. 

ACCOUNTABILITY AND MANAGEMENT ARRANGEMENTS
· One or two Trustees, appointed by the Trustee group, will act as line manager for the post. 
· The post holder will be accountable to SASS trustees for all actions and also accountable to the funders of SASS ESOL projects.
· The post holder must maintain financial and other records and make regular reports in writing as required by the Trustees and funders. 

PLACE OF WORK
· Much of the work will take place at our regular drop-ins: Fridays 4-7pm, Saturdays 12-3pm. You will attend at least 80% of these sessions.
· Regular online work with teachers delivering classes on Zoom.
· Occasional events at other venues in Swansea.
· SASS has the use of shared hot-desk office space and bookable meeting rooms in the city centre (Mon-Fri 9-5).

CORE ACTIVITIES
· You will have overall responsibility for managing provision of ESOL at SASS, supporting both learners and teachers. 
· You will coordinate the team of ESOL volunteer teachers and facilitate varied and stimulating learning activities, as appropriate for different learner levels from beginners to advanced. 
· You welcome all new learners to SASS and (working with volunteer interpreters as needed) assess their level and needs. You explain our own and other locally available ESOL provision: the aim is to ensure that they can access all they are entitled to and need, across Swansea. You allocate learners to appropriate level SASS groups and/or signpost or refer them to other services. 
· Several other agencies, voluntary as well as statutory bodies, provide ESOL locally. You keep in touch with all providers and coordinate with them, by attending relevant meetings as well as proactively maintaining contacts. You maintain our cross-provider free ESOL timetable (see www.sass.wales).
· You keep track of learners’ progress, ensure that the provision responds to their needs, and maintain records of progress.
· Pastoral care is a key part of the role. The ESOL team works closely with the wider SASS team – staff members and committed volunteers including trustees – who are dedicated to the welfare and wellbeing of asylum seekers. You regularly signpost or refer learners to non-ESOL support within and beyond SASS, and flag learners’ needs to other SASS team members. (Signposting training is provided.) 
· You support teachers in planning sessions, review our library of materials, source appropriate new materials, and generally work with the volunteer ESOL team to maximise the benefit for learners. 
· The ESOL team will meet monthly to discuss challenges and opportunities.
· You encourage learners to feed back their views and any requests to the project, and where possible you make changes to accommodate learner feedback.
· You are responsible for induction of new volunteer teachers and ongoing teacher support. 
· You arrange and/or deliver training for teachers regularly, in response to their and learners’ needs. 
· You promote the project within SASS and to all the local communities we engage with.
· You ensure monitoring records are kept by ESOL volunteers and collate the data, reporting when requested to the SASS trustees on activities (e.g. figures for teachers, sessions, learner participation), learner progress, and significant outcomes e.g. indicators of learners’ achievements. You are responsible for this essential monitoring data, which SASS needs for writing funding applications and reports to funders.
· As part of the full SASS team (workers, volunteers and trustees), as needed you undertake risk assessment of venues and activities, deal with any health and safety or safeguarding incidents, ensure compliance with all relevant laws, standards, policies and regulations, and contribute to the collective responsibility for running SASS, maintaining and improving what we do. 
· You will deliver ESOL teaching yourself on occasion, e.g. to stand in for an absent volunteer, but will not normally do this in paid time.

PERSON SPECIFICATION

Essential
1. A commitment to SASS’s aims and values. 
2. Good knowledge and understanding of the challenges faced by people seeking asylum.
3. Proven ability to work alongside people seeking asylum, and others, to develop activities and services.
4. Strong organisational skills and the ability to manage a project.
5. Ability to recruit, support and manage volunteers.
6. Relevant qualifications (e.g. CELTA, higher), and relevant professional experience in ESOL/TEFL as a teacher and manager. 
7. Proven ability to keep comprehensive and accurate records relating to all activities.
8. Excellent communication skills in English – speaking, listening, reading and writing. 
9. IT competence in Word, Excel, Zoom.
10. Ability to work on own initiative within guidance given by the line manager and trustees.
11. Willing to work flexibly within an agreed framework.

Highly desirable 
1.  First-hand lived experience of seeking asylum or experience of working with asylum seekers and refugees.
2.  Experience of volunteer recruitment and support in an informal community setting.
3.  Project coordination and group work skills.

Desirable
1. 	Competence in one or more languages spoken by asylum seekers and refugees.
2.  	Full, clean driving licence.
3.	Familiarity with SASS’s activities.
4. 	Tactful and diplomatic skills to deal with personality conflicts.

BENEFITS
· Induction training 
· Job shadowing for the first 2-3 months
· Reimbursement of expenses (e.g. phone, travel, equipment purchases).
· Knowing that you make a really profound difference in people’s lives. 
· Making new friends in a unique, highly regarded community charity
· Developing a wide range of soft skills 
· Gaining project management experience
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