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

Job Opportunity:

STAFF TEAM LEADER

April 2025
SASS is looking for an enthusiastic person with good skills in managing people, experience in the small charity sector, hands-on familiarity with strategic planning, monitoring and evaluation work and running customer relationships software, and general ability to help a staff team work efficiently and happily. 

We are a small local charity that provides Welcome, Welfare, Wellbeing and Empowerment to asylum seekers and refugees through various activities. We currently have 5 staff, most part-time. All work directly with asylum-seekers and refugees. SASS work is mainly carried out at drop-ins on Fridays and Saturdays, but your attendance at every drop-in is not essential. 

This is a 4 days/week post, funded by Comic Relief, for one year (continuation subject to funding). 

Salary: 
£30,000 FTE (£24,000 actual) per annum plus 3% employer pension contribution


For further details, see the Job Description (below/attached).

If you’ve never visited SASS, then we encourage you to come along to see what we do, meet staff and some of the Trustees, at a drop-in. For details of venues/times see www.sass.wales.  You don’t need an appointment.  Also please feel free to contact the Chair of Trustees, Sandra Morton: 07400605669

Recruitment process

· Your application must be received by 5pm on Friday 2nd May 2025
· Send your application to email vol.sbassg@gmail.com marked ‘TEAM LEADER 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 2 sides of A4, explaining how your skills and experience fit the essential Person Specification requirements , with examples.
· 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 12th May 2025.  For grant purposes, we are looking for applicants who can start the role on Monday 2 June 2025.  If you’re unable to start then, please let us know your earliest possible start date.

Job Description and Person Specification for SASS Team Leader
Hours of work: 4 days (28 hours) per week (includes occasional evening/weekend hours)
Fixed Term: 12 months, with 3 months’ probation. Renewable subject to funding.
Reports to: Board of trustees
Direct reports: 1 x full time (5 days) Volunteer Development Worker; 1 x Welcome to Play Project Co-ordinator (4 days); 1 x People’s Support Worker (4 days); 1 x Activities Co-ordinator (4 days); 1 x ESOL Co-ordinator (2.5 days)
Salary: £30,000 FTE (£24,000 actual) per annum plus 3% employer pension contribution
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:  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 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. 
The values SASS people embed in our work and the way we behave are based in the four terms welcome, welfare, wellbeing, empowerment.
	[bookmark: _Hlk175499282]WELCOME: Values
	Behaviour

	Friendship and community

	· We welcome new faces and old friends equally, and make sure everyone feels included and valued.  
· We prioritise building relationships over ‘one size fits all’ processes.
· We work to make the wider community (Swansea/Wales/UK) more friendly for asylum seekers and refugees.

	WELFARE: Values
	Behaviour

	Mutuality and cooperation

	· SASS people look after one another: we share the resources we have as fairly as we can, in a needs-led way.
· The organisation acquires resources in order to meet needs.

	WELLBEING: Values
	Behaviour

	Safety, care and compassion

	We are respectful of the experiences that brought people to SASS and we work with them to make sure they feel safe and cared for while they are here.

	EMPOWERMENT: Values
	Behaviour

	Empowering and enabling 
	SASS people work alongside one another to make sure each has the tools and resources they need to recover, integrate and develop in the ways they wish.



AIMS OF THE JOB 
The Team Leader role is a new post and this initial contract period will involve leading on the development of new/existing organisational strategy and plans, reporting structures and policies/procedures together with the staff team and the board of trustees.  Please note that SASS works collaboratively to achieve a consensus on plans as much as possible so you will be expected to work closely with the trustee board, other staff and our advisory group members while carrying out your responsibilities.  Your work in this first phase will also be informed by our recent Lloyds Bank Foundation consultancy report on staffing, management and strategy.  
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. 
· 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 
· SASS has the use of shared hot-desk office space and bookable meeting rooms in the city centre (Mon-Fri 9-5) and we are happy for the post holder to work from home for some of the time.
· We expect post holder to attend a proportion of our dropins (Friday 4-7 and Saturday 12-3), to be confirmed on appointment
· Occasional events at other venues in Swansea, sometimes at evening or weekends. 
CORE ACTIVITIES 
Staff and volunteers
· You will have overall responsibility for line managing the paid staff, including developing and providing support, supervision, personal development and appraisal processes.  This will involve working with a small subgroup of trustees responsible for staffing and HR.
· You will be conscious of and develop ways of ensuring good staff and volunteer wellbeing
· Suggest and organise team building activities for staff and volunteers; 
· Pastoral care is a key part of the role. The whole SASS team (paid and volunteer) are dedicated to the welfare and wellbeing of asylum seekers and refugees; 
· 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. 
Strategic and operational development
· You will co-ordinate the implementation of SASS’ strategic plan, including by developing annual operational plans that provide staff with a performance and budget framework for their areas of responsibility as well as a reporting framework that enables trustees to carry out their governance responsibilities.
· You will have overall responsibility for assessing the organisational requirements of SASS’ ongoing activities and viability, working with trustees and staff to ensure their sustainability. This will involve working with the Funding & Development sub group to identify funding opportunities and lead on/contribute to writing and submitting high quality funding applications, including for the continuation of this role
· You will develop and implement effective strategies for the active participation and personal development of asylum seekers and refugees in all aspects of our activities, management and governance of SASS
Monitoring and evaluation
· Further develop our existing monitoring and evaluation framework and associated collection tools in collaboration with staff and board of trustees to ensure it captures data relevant to our principles, strategic aims, planned outcomes and annual business plans
· Develop a monitoring and evaluation reporting structure with and for the board and for relevant funders/stakeholders
· Produce an annual impact report for inclusion in SASS’ annual report
Partnerships and public engagement
· Represent SASS in meetings with partner organisations (local council and third sector organisations) and work with staff and volunteers to support collaborations with partners, ensuring that the reputation of SASS is protected and enhanced.
General duties
· To demonstrate and promote our values and behaviours
· Continually review and develop systems, processes, policies and procedures to ensure that SASS demonstrates quality and best practice at all times.
· To ensure the safety and security (as far as is reasonably practicable) of SASS people and staff by carrying out risk assessments/health and safety audits, ensuring responsibilities are clearly understood, legislative requirements are adhered to and ensuring that a proactive and professional approach is adopted to Health and Safety issues at all times. 
· Carry out and ‘ad hoc’ assignments as may reasonably fall within the scope of the job
· To actively implement SASS policies for anti-discriminatory practice and equality of opportunity
Statement of Flexibility:
· It may be necessary, following consultation, to amend the job description in light of experience and changing circumstances.

· The post holder will be required to work evenings and weekends on a regular basis.
PERSON SPECIFICATION 
Essential 
· Excellent communication and people skills, including speaking, listening, reading and writing using English language.
· An understanding or experience of collaborative working and facilitating consensus decision-making
· A commitment to SASS’s aims and values. 
· Good knowledge and understanding of the challenges faced by people seeking asylum. 
· Skills to work alongside people seeking asylum (or other groups with similar needs) and others, to develop activities and services. 
· Experience in managing staff and volunteers
· Experience in developing and sustaining projects, programmes and services
· Knowledge and experience of setting and managing budgets, financial controls and reporting to funders
· 
· Excellent PC skills, especially MS Excel, Word, shared documents 
· Ability to work on own initiative within guidance given by the line manager and trustees. 
· Willing to work flexibly within an agreed framework. 
· Right to work in the UK. 
· Qualifications (or willing to acquire them within first 6 months) in Safeguarding (level 3); First Aid; Health & Safety.  Training and/or demonstrable understanding of the principles of trauma-informed delivery.
Desirable 
· Lived experience of the asylum system 
· Experience of voluntary and/or paid work with people in the asylum system 
· Experience in successful fundraising/grant capture
· Experience in communicating with people with widely varying English language skills and from many different cultures 
· Qualifications e.g. a relevant degree, and/or training in community project work 
· Full clean driving licence and access to a vehicle
· Competence in one or more languages spoken by asylum seekers and refugees. 
· Familiarity with SASS’s activities. 
· Tactful and diplomatic skills to deal with personality conflicts. 
BENEFITS 
· Induction training 
· 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 
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