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May 2022 

Swansea Asylum Seekers Support  (SASS) 

 
JOB DESCRIPTION 

 
Job Title:  Volunteer Development Worker 

 
Hours of work:  Three days per week (21 hours/week) (including some 

evening/weekend hours) 
 

Fixed Term:  June to end December 2022 
 
(Note: SASS is seeking funding to be able to employ staff in similar roles from 
1/1/2023) 

 
Salary:  £22,000 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 practical support, development, educational and recreational 
opportunities to asylum seekers and refugees, and activities which promote equality 
and foster understanding between people of diverse backgrounds.1 
 
We have a strong tradition of partnership working with other local agencies and 
charities to address asylum seekers’ needs, and a long track-record of running 
successful twice weekly “drop-in” sessions, which provide welcome, support and 
empowerment, and are a seedbed for new projects.  
 
All SASS employees are subject to legislation and regulations concerning Charity 
Law, Health and Safety, Equality and Diversity, Safeguarding, and other matters. 
They must also be familiar with and comply with SASS’s own policies in these and 
other areas: these are available on www.sass.wales/sass-policies. 
 

  

 
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. 

http://www.sass.wales/sass-policies
http://www.sass.wales/


Page 2 of 4 
 

AIMS OF THE JOB 

In collaboration with an experienced co-worker, and with a great team of 
longstanding and new volunteers, and a supportive group of Trustees, you 
will: 

1.   organize and co-ordinate SASS activities; 

2. recruit and support SASS volunteers and develop their skills (volunteers 
including asylum seekers and refugees and other local people); 

3.   enable SASS to monitor and report on our services, by gathering and collating 
relevant information for the Trustees, including our membership list. 

4.  collaborate with other organisations supporting asylum seekers and refugees 
in Swansea, in order to share information and ensure that needs are met.  

5.   build links between asylum seekers and refugees and the wider local 
community in Swansea, by identifying opportunities for voluntary activity, 
recreations, etc, and supporting take-up. 

 
ACCOUNTABILITY AND MANAGEMENT ARRANGEMENTS 
1.   One or two Trustees, appointed by the Trustee group, will act as line manager 

for the post.  
2.   The post holder will be accountable to SASS trustees for all actions and 

spending and also accountable to the funders of SASS and/or particular 
projects.    

3.   The post holder must maintain financial and other records as required by the 
Trustees and funders.  

 
PLACE OF WORK 
1.   Much of the work will take place at regular drop-ins. (Friday 4-7pm, Saturday 

12-3pm)   
2.   Some events may take place at other venues in Swansea. 
3.   SASS currently rents shared office space and bookable meeting rooms in the 

city centre (Mon-Fri 9-5). 
 
CORE ACTIVITIES 
 
You will collaborate closely with an experienced part-time co-worker. Core activities 
are: 
 
1.   Organise and coordinate SASS drop-in sessions.  This includes: 

• Oversee drop-in provision and activities, coordinate different activities and 
volunteer rotas, and generally ensure safe management and a supportive, 
friendly and welcoming atmosphere; 

• Identify, recruit, induct and train volunteers for drop-in roles, e.g. duty 
managers and welcoming team; food preparation and serving team; children’s 
activities team; signposting other services; First Aid; fire safety; and any other 
activities e.g. arts/crafts, sports. (The co-worker is responsible for the ESOL 
team.)   
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• Review and renew existing drop-in volunteer role descriptions, and induction 
and training materials, as necessary, with the co-worker; 

• Support volunteers to take external training (eg First Aid, Food Safety); 

• Work to increase the proportion of asylum seeker and refugee volunteers. 
 
2.   Support new SASS activity and training groups. SASS is committed to 
developing new short courses, e.g. sewing, cookery, service signposting, asylum 
rights awareness, and other educational/recreational opportunities. The post holder 
will identify potential demand from asylum seekers and refugees, and work with the 
co-worker and the Trustees to develop such new activities.  
 
3.   Signpost and/or refer individual asylum seekers and refugees to appropriate 
housing, health, educational and other community services and support groups; and 
train more SASS volunteers to perform this service. 
 
4.   Maintain full records and report to Trustees relevant information relating to 
all activities, including compiling SASS’s membership list ahead of our July 2022 
AGM, figures for participation by volunteers and others, details of referrals, and 
financial details.  
 
5. Maintain active partnerships with other local agencies to ensure effective 
cross-referral and efficient use of resources to provide the best service to asylum 
seekers and refugees in Swansea.  
 
6.   Carry out other duties in relation to SASS aims and objectives as may from 
time to time be agreed with the line manager and Trustees. 
 
 
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 multi-stranded project. 
5.  Demonstrable ability to recruit, support and manage volunteers. 
6.   Proven ability to keep comprehensive and accurate records relating to all 

activities. 
7. Excellent communication skills in English – speaking, listening, reading and 

writing.  
8.   IT competence in Word and Excel. 
9.   Ability to work on own initiative within guidance given by the line manager and 

trustees. 
10.   Willing to work flexibly within an agreed framework. 
 
Highly desirable  
1.  First-hand experience of seeking asylum or experience of working with asylum 

seekers and refugees. 
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2.  Experience of volunteer recruitment and support, and the ability to adapt this 
experience to 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.  Social media and/or website (Wordpress) skills, to update SASS’s digital 

presence 
 

 


