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Job Description and Person Specification

PSO - Numeracy & Literacy for Refugee Women
	Comment by Buckley, Lucille: Maximum of 32 characters - this JD will be rejected and returned if more than 32 characters are used.	Comment by Buckley, Lucille: Tips if needed: 
Senior = Snr
Manager = Mgr
Assistant = Asst
Administrator = Admin
/ = no spaces either side
	Job Details

	Grade
	5

	Service
	Migration Team

	Location
	Friargate

	Job Evaluation Code
	Y5789D



	Coventry City Council Values

	We expect everyone who works for us to be committed to our One Coventry values and to share our commitment to becoming a more diverse and inclusive organisation:
Open and fair: We are open, fair and transparent.
Nurture and develop: We encourage a culture where everyone is supported to do and be the best they can be.
Engage and empower: We engage with our residents and empower our employees to enable them to do the right thing.
Create and innovate: We embrace new ways of working to continuously improve the services we offer.
Own and be accountable: We work together to make the right decisions and deliver the best services for our residents.
Value and respect: We put diversity and inclusion at the heart of all we do.



	Job Purpose 	Comment by Buckley, Lucille: Guidance
The Job Purpose is about what makes the role unique and interesting, and how it adds value.
So, it is important to:
Summarise the overall purpose of the role
Highlight the opportunity to make a difference and what the role is mainly responsible for.

We recommend the following structure to write a Job Purpose:
First sentence: WHAT will the role holder do
Second sentence: HOW will they do it
Third sentence: WHAT will they deliver/WHAT is the opportunity to make a difference	Comment by Buckley, Lucille: Limit each sentence to 26 words and each paragraph to 90 words.

	To plan and deliver literacy, numeracy and integration support for refugee women, helping develop skills, confidence and independence needed to participate fully in community life.
Working within the Migration Team, the post holder delivers tailored learning to refugee women, reducing barriers to education, employment and community inclusion.
The role develops partnerships with council services and external organisations to improve outcomes for refugee women and support Coventry’s migration priorities and values




	 Key Responsibilities and Accountabilities	Comment by Buckley, Lucille: Start each row with a gerund verb - ie a verb ending in ‘ing’.	Comment by Buckley, Lucille: Guidance 
The objective of a responsibility is to summarize, at a high level, what the job holder will do and take ownership of in the role. 

Each responsibility is separate from the other and could be carried out independently of the other responsibilities​

Each responsibility might require different capabilities, skills, knowledge and experience to undertake​

Avoid acronyms, abbreviations, or complexity ​	Comment by Buckley, Lucille: Up to a maximum of 15, preferably 12

	Delivering literacy and numeracy learning programmes that improve skills, confidence, independence and access to opportunities for refugee women.

	Assessing individual learning needs and developing tailored learning plans to support progression and achievement.

	Supporting refugee women to overcome barriers to education, employment, training and community participation.

	Facilitating inclusive learning environments that promote engagement, wellbeing, equality and social integration.

	Building effective relationships with partner organisations to strengthen support pathways and improve outcomes for participants.

	Promoting the Women’s Refugee Project and engaging learners, communities and stakeholders in project activities.

	Monitoring learner progress and maintaining accurate records to evidence outcomes and support performance reporting.

	Contributing to project planning, delivery and evaluation to ensure services meet identified needs and strategic objectives.

	Providing advice, guidance and signposting to relevant services that support learners' wider settlement and integration needs.

	Representing the project at meetings, networks and partnership forums to share information and influence service development.

	Supporting the development of reports, presentations and research that inform service improvement and decision-making.

	Ensuring compliance with safeguarding, data protection, health and safety, and council policies and procedures.
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	Key Relationships	Comment by Buckley, Lucille: List all relationships both internally and externally. E.G. Residents, Schools, CCC Services, CCC Employees

	External:
	World Jewish Relief, Leeds and Bradford Council
	Internal:
	Job Shop, Adult Education



	Standard Information	Comment by Buckley, Lucille: Not to be changed

	Post holders will be accountable for 
· carrying out all duties and responsibilities with due regard to Code of Conduct, Safeguarding, Health & Safety and the City Council’s Workforce Diversity and Inclusion Policies. Duties which include processing of any personal data must be undertaken within the corporate data protection guidelines.  
· attending any training and undertake any development activities that are identified as mandatory/beneficial to their role.
· any other duties and responsibilities within the range of the salary grade.



	Responsible for	Comment by Buckley, Lucille: List all posts (job titles) that report into this role.

	N/A




	Person Specification	Comment by Buckley, Lucille: Start each requirement with a verb.	Comment by Buckley, Lucille: Maximum of 15 Requirements, preferably 12

	Requirements	Comment by Buckley, Lucille: Guidance
We recommend only ESSENTIAL requirements are in your person specification
Focus on what the role-holder will need from day one in the role
Check your biases and only focus on what is essential to be high performing in the role
Make sure you highlight any relevant soft skills
Remove non-essential or any bias towards educational requirements, such as degrees or niche degrees
Remember that adding a number of years required experience will limit the number of candidates that you get

A requirement defines what the role holder needs to have to be effective in the role from the outset, so you need to ask the below questions:
Knowledge - what does the role holder needs to know on day one?
Skills and Abilities - what does the role holder need to be good at on day one?
Experience - what does the role holder need to have experience in from day one?

	Knowledge
	Demonstrate knowledge of issues affecting refugees, asylum seekers and migrant communities.

	Knowledge
	Demonstrate knowledge of integration, settlement and support services available to migrant communities.

	Knowledge
	Apply knowledge of immigration routes and the different needs of migrant groups.

	Knowledge
	Apply knowledge of data protection, confidentiality and information sharing requirements.

	Knowledge
	Understand the roles of local authorities, public services, voluntary organisations and community partners in supporting migrants.

	[bookmark: _Hlk181787267]Skills And Ability
	Communicate effectively with a wide range of audiences, both verbally and in writing.

	Skills And Ability
	Build positive relationships with learners, communities and partner organisations through empathy, listening and collaboration.

	Skills And Ability
	Assess needs, identify barriers and develop appropriate solutions to improve outcomes for participants.

	Skills And Ability
	Organise and deliver learning activities, projects and events while managing competing priorities and deadlines.

	Skills And Ability
	Collect, analyse and use information to monitor outcomes, inform decision-making and support service improvement.

	Experience
	Work collaboratively with partner organisations to deliver services and achieve shared objectives.

	Experience
	Engage with diverse communities to identify needs and improve access to support, learning or community services.

	Qualification
	Demonstrate literacy and numeracy skills sufficient to deliver learning, maintain records and prepare reports.

	Qualification
	Hold a teaching, training, education or community learning qualification, or demonstrate equivalent practical experience.

	Special Requirements
	Occasionally undertake evening and weekend work




	Disclosure and Barring Service (DBS)

	Does the role require a DBS check?   
Find out which DBS check is right for your employee - GOV.UK

	And if so, which type?

	Basic Check       ☐
	Standard Check      ☐
	Enhanced Check     ☐
	Enhanced + barred list check    ☐




	Declaration

	Reviewed/Created By:
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	Date:
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