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Asylum Welcome: Director Job Description

Job Title:		Director 

Reporting to:		Chair of Trustees (two Co-Chairs at present)

Based at:	Unit 7, Newtec Place, Magdalen Road, Oxford, OX4 1RE (hybrid office/ home working is possible)

Starting Salary:	£56,501-£58,761 (2024/25 level)

Duration:              	Permanent

Working hours: 	35-hour week, (open to explore 28 hours). Flexible working policy applies

Direct reports: 	Currently: resettlement services director, operations manager, finance manager, fundraising and comms manager, volunteer coordinator, advocacy coordinator, Sanctuary Hosting manager. (All other staff report into them.)

Closing date:	20th January 2025

Interview date: 	11th February 2025

Some evening and weekend work is likely if external events take place outside normal hours.

Short listed candidates will have the opportunity to speak to the outgoing Director ahead of the interviews

About Asylum Welcome
Asylum Welcome (AW) is an Oxford-based charity founded in 1996, providing information, advice and support to refugees, asylum seekers and other vulnerable migrants.  The organisation runs a wide range of services responding to the needs of adults, young people and children resident in Oxfordshire at all stages of their life in the U.K. 

The organisation seeks to respond quickly and dynamically to changing needs of its clients and new groups of arrivals, sometimes delivering services itself, often working in partnership with or by influencing others.   The range and size of services varies according to needs and funds available. With an increased numbers of refugees on official schemes arriving in 2021-22 and more asylum seekers being housed in the area in 2023 and onwards, pressure on staff and services sometimes rises as workload expands, but there’s not always the same rise in income to support such services.

AW also advocates on policy issues related to asylum seekers, refugees and vulnerable migrants from the experience of its services. We value the ability to influence how other local organisations, statutory, academic and voluntary, engage with refugees.  AW encourages a sympathetic public understanding of asylum and refugee issues, including promoting the voice of asylum seekers and refugees themselves. We are pleased that over a third of current staff have lived experience.

AW is funded by a combination of grants from trusts and foundations, statutory bodies and donations from individuals and groups. Balancing client needs, commitments and available funding is a constant challenge for the director. The organisation has grown massively from its turnover of £400,000 in 2020 to nearly £2 million in 2023. It is now slightly smaller as some major contracts have finished and expects to remain at around £1.5 million turnover in the next couple of years,  major new unplanned arrivals. 

The work is carried out by a staff team of about 30 full and part time staff, supported by a large number of volunteers. Our Annual Review from 2023/24 gives a good overview of current work and staff roles. https://www.asylum-welcome.org/wp-content/uploads/2024/08/Asylum-Welcome-Annual-Review-2023-24.pdf

Further details of the organisation and AW’s vision, mission, values and strategy are available on the website: https://www.asylum-welcome.org/our-vision-mission-and-values/

Main purposes of the Director’s job:

The director is the most senior staff member. 

To lead the work of Asylum Welcome in supporting and helping asylum-seekers, refugees and other vulnerable migrants, working with the board to shape and implement strategy and plans, and to ensure responsiveness to changing needs.  

To manage all aspects of the charity, ensuring effective delivery of services through the appropriate use of staff, volunteers, resources, and communications, reporting to the trustees

To represent the organisation locally and nationally, in the interests of its clients, and in liaison with partners, staff, volunteers, supporters and trustees 

Specific Roles

1. To provide Strategic vision and effective leadership for the organisation.
· to work with the Board of Trustees in the development and implementation of Strategic and annual plans 
· to report to and advise the Board in its decision making
· to commit to the continuous improvement and development of the organisation in conjunction with the Board
· to develop new services as agreed by the Board to consolidate reports from staff on AW services and activity for presentation to Board meetings, for reports to funders, and in preparation of the Annual Report and Accounts for submission to the Charity Commission and Companies House 
· to provide a formal channel of communication between the Board of Trustees, board sub-committees and the staff and volunteers of AW
· to encourage the growth and involvement of a diverse membership, including supporters, volunteers and trustees 
 
2. Management
· to prepare, monitor and reassess, in conjunction with trustees and staff, annual organisation-wide workplans consistent with 3-year Strategic Plans
· to line manage senior managers and some other staff, and support senior managers to manage staff teams 
· to ensure that all staff are valued and provided with individual annual workplans, regular support and supervision, appropriate training and development, and an annual appraisal
· to actively engage with and motivate AW’s volunteers and ensure effective volunteer management across the organisation
· to ensure all relevant policies and practices are in place, up to date and duly followed
· to ensure AW is compliant with all statutory obligations
· to foster a healthy work culture and ensure the health, safety and well-being of all staff and volunteers
· to maintain a safe and effective working environment

3. Finance, fundraising and budget management
· to work with the Finance Manager and Treasurer to develop the annual budget, and ensure payment and accounting and control systems are in place to manage and monitor finances and its risk environment
· to work with staff and trustees on the fundraising strategy ensuring a diversified income from trusts and foundations, and from statutory and individual sources
· to ensure the timely submission of reports to funders
· to ensure that all parts of AW operate within agreed budgets, following agreed authority levels

4.  Advocacy and Representation
· to promote the interests of AW and of its clients at both local and national levels, maintaining contact with local and national agencies
· to collaborate and form partnerships with organisations that can help deliver AW ‘s mission and benefit our clients 
· to coordinate AW’s response to changes in legislation and other circumstances affecting refugees, asylum seekers and vulnerable migrants
· to guide staff ‘service leads’ in their contributions to AW advocacy in their fields of work
· to ensure AW has a positive public profile, engaging and attracting supporters through features in local media, the publication of a regular newsletter, appropriate social media engagement, an up-to-date website and an annual review













































Person Specification

Essential
· A commitment to the work, values and vision of Asylum Welcome, including putting lived experience at the heart of all we do.
· To have strategic vision and the ability to lead and influence people.
· To have a collaborative and partnership approach.
· Demonstrable experience and capability in organisational leadership, gained at CEO, director or equivalent levels. This will include people management, leadership and team-building experience.
· A flexible, adaptable, creative and innovative individual who responds to needs quickly and meets deadlines in a pressured and changing environment.
· An inclusive and coaching leadership style and an ability to manage experts and empower staff at all levels.
· Experience of working in the voluntary sector, particularly in a charity in a multicultural context.
· Experience with volunteer led, or volunteer powered organisations.
· Experience of working with and/or an understanding of the circumstances and needs of asylum seekers, refugees and vulnerable migrants 
· Finance, budgeting and fundraising experience and skills to ensure the maintenance and development of a diversified funding base and setting business and work plans.
· Excellent communication skills, at all levels within the organisation and externally. 
· Strong public speaking and persuasion skills.
· Commitment to equal opportunities and understanding of how aspects of identity affect the experience of asylum seekers.

Desirable
· Lived experience of displacement or migration 
· A language spoken by people who we work with
· Experience of working in the refugee/migrant sector
· Understanding of the basic legal issues in refugee and migration law
· Experience of advocacy, case working, campaigning and networking, particularly with refugee communities.
· Understanding of the local political environment and networks.
· Ability to engage on social media and to be familiar with a fast-moving media environment.
· An awareness of the impact of trauma and vicarious trauma on clients, staff and volunteers





