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Job Profile comprising Job Description and Person Specification
Job Description

	Job Title:
Senior Refugee Resettlement Coordinator
	Grade:
PO3

	Section:
Adult Social Care
	Directorate:
Adult Social Care and Public Health

	Responsible to following manager:
Refugee Services Residents Manager
	Responsible for following staff:
Refugee Resettlement Coordinators x 3

	Post Number/s:
	Last review date:
October 2025





Working for the Richmond & Wandsworth Better Service Partnership

We’re Richmond & Wandsworth Better Service Partnership, the shared public service team for Richmond and Wandsworth Councils. Like any local authority, our role is to deliver the agenda of our elected members on behalf of the people who live and work in our part of the world. We deliver key services to our communities including social care, public health, children’s services, housing and regeneration and environmental and community services. 

Our joint workforce creates efficiency and resilience by bringing more creativity to the way we work, more objectivity and adaptability too, helping us deliver better services for all our residents.

We’re here to help our communities thrive in a changing world, and to be there for the people who need us most we believe we need to keep adapting. That’s why, at Richmond & Wandsworth Better Service Partnership, you’ll be at the forefront of innovation in local government, and we’ll invest in you and offer you opportunities to grow in a way only our unique organisation can. 





Job Purpose 

The Senior Refugee Resettlement Coordinator will oversee the refugee resettlement programme ensuring that families and individuals who arrive through central government schemes are given a warm and coordinated welcome and provided with opportunities to thrive in their new home. 

The post holder will at times work with families and individuals subject to other refugee/resettlement schemes including those subject to No Recourse to Public Funds. You will work alongside partners, voluntary and community sector (VCS) to shape and resource appropriate support for refugees.

This work will involve developing relationships with new and existing partners, offering support in a sensitive and trauma-informed approach to sanctuary-seeking residents and developing referral pathways to ensure the highest standards of service use.

The role will manage three Resettlement Coordinators and act as a point of escalation for complex cases as well as providing advice on safeguarding and policy. 

Specific Duties and Responsibilities
1. Provide oversight and day-to-day management of a small team including Resettlement Coordinators, ensuring that they feel supported in their work.

2. To ensure adequate processes are in place so that resettled refugees arriving in the borough are provided with a well-organised and warm welcome.

3. To ensure adequate processes are in place so that resettled refugees arriving in the borough are able to access all statutory services including healthcare, housing, education and more in order to thrive in their new home. 

4. Ensuring bespoke integrated support plans are in place for each family or individual, with regular check-in’s, to facilitate integration and orientation into their new home/area.

5. To ensure adequate processes are in place so that resettled refugees arriving in the borough are able to access additional support services through the Voluntary and Community Sector and empower people to take part in the community.

6. To ensure that safeguarding and health and safety processes are in place and understood by the team, that all new staff have had induction that covers safeguarding and health and safety processes.
7. To support the team on analysing the risks for the family as a whole and identify goals and services that can support the family.
8. To problem solve any obstacles sanctuary-seeking residents may have in logistically accessing services including transport and digital inclusion.

9. To ensure that appropriate data is collected and managed in order to provide people with the best quality of service. 
10. To monitor the team’s caseload and ensure it is manageable, offering support if it becomes unreasonably high. 
11. To monitor casework for quality and sharing best practice to support the team in developing their skills. 
12. To act as a single point of contact for the Home Office, Ready Homes, VCS groups and develop a working relationship that enables efficient communication. 

13. To develop relationships with VCS groups to keep up-to-date with available services and referral pathway.

14. Assist in arranging activities, providing local integration support and coordinating donations and offers of support from the local community.
15. Track programme spending and accurately record financial data.
16. Be committed to continuous improvement, and able to have difficult and challenging conversations that will improve the quality of work of staff within the team.
17. To work closely with colleagues in the Refugee Services team to deliver a well-coordinated service to residents.
18.  To be pro-active in working with the Refugee Services Residents Manager in having an approach to make the best value use of resources across and with both internal and external partners

Generic Duties and Responsibilities

· To contribute to the continuous improvement of the services of Richmond & Wandsworth Better Service Partnerships.

· To comply with relevant Codes of Practice, including the Code of Conduct and policies concerning data protection, handling complaints and health and safety.

· To adhere to security controls and requirements as mandated by Richmond and Wandsworth procedures and local risk assessments to maintain confidentiality, integrity, availability and legal compliance of information and systems

· To promote equality, diversity, and inclusion, maintaining an awareness of the equality and diversity protocol/policy and working to create and maintain a safe, supportive and welcoming environment where all people are treated with dignity and their identity and culture are valued and respected.

· To understand both Councils’ duties and responsibilities for safeguarding children, young people and adults as they apply to the roles within the Councils.

· The profile is not intended to be an exhaustive list of the duties the post holder will carry out. Other reasonable duties commensurate with the level of the post, including supporting emergency and priority situations, will form part of the role.
Additional Information 


Team structure





Person Specification

	Job Title:
Senior Refugee Resettlement Coordinator
	Grade:
PO3

	Section:
Adult Social Care
	Directorate:
Adult Social Care and Public Health

	Responsible to following manager:
Refugee Services Residents Manager
	Responsible for following staff:
Refugee Resettlement Coordinators x 3

	Post Number/s:
	Last review date:
October 2025




Our Values
THINK BIGGER
    EMBRACE DIFFERENCE
CONNECT BETTER
LEAD BY EXAMPLE
 PUT PEOPLE FIRST


Our Values are embedded across Richmond & Wandsworth Better Service Partnership and throughout all roles and responsibilities at all levels of the organisation. Please familiarise yourself with our values as they are an integral part of our recruitment and selection process.

	Person Specification Requirements

	Assessed by 
A/I/T/C 
(see below for explanation)

	Knowledge
	Essential
	Desirable
	Assessed

	Applied knowledge and understanding of entitlements to welfare benefits, housing, education, and employment support to help people work towards self-sufficiency whilst ensuring essential living needs are met.
	X
	
	A/I

	Insight into the needs, hopes and experiences of refugees and migrants, the main barriers to successful integration and able to demonstrate how such barriers can be overcome. 
	X
	
	A/I

	Awareness of asylum seekers / refugee support initiatives including working knowledge of trauma informed interventions
	X
	
	A/I

	Knowledge of internal local government processes and national immigration policy
	X
	
	A/I

	Experience
	Essential
	Desirable
	Assessed

	Experience of providing support to vulnerable individuals and families in a situation of transition and uncertainty and promoting fairness and equality through service delivery.
	X
	
	A/I

	Experience of managing a team who dealing with sensitive, traumatised and vulnerable residents. 
	X
	
	A/I

	Experience of overseeing a programme including fulfilling statutory services, budget tracking, data management, people management and reporting.
	X
	
	A/I

	Demonstrable ability to engage with community partners to prevent unnecessary escalations into acute services
	X
	
	A/I

	Skills
	Essential
	Desirable
	Assessed

	Demonstrable ability to improve services for refugees and migrants (or other vulnerable groups) as informed by a working knowledge of services and the application of project management skills to achieve this. 
	X
	
	A/I

	Able to apply high-quality casework standards to record and monitor actions taken (individually and as a service) to evidence integration achievements and the effective use of government funding.
	X
	
	A/I

	Qualifications
	Essential
	Desirable
	Assessed

	Educated to degree level or holds a relevant professional qualification and / or demonstrable work experience delivered to this standard
	X
	
	A




A – Application form / CV
I – Interview
T – Test
C - Certificate


Refugee Services Residents Manager x1


Senior Refugee Resettlement Manager x1


Refugee Resettlement Coordinator x3
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Sensitivity: Official
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