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JOB DESCRIPTION
	Post Title: Asylum & Migration Navigator

	Department:  
Corporate Core
	Establishment/Post No: 

	Division/Section: 
Homelessness & Housing Options Service
	Post Grade: 9

	Location:
Town Hall, Bury or any other base within the Borough as required 
	Post Hours: 37 hours per week

	Special Conditions of Service:
· Extended flexi time scheme in operation
· The nature of this post is not always predictable and will require the post holder to work flexibly to meet the needs of the service
· Housing Options must be staffed throughout its hours of opening, including late night openings
· Satisfactory DBS disclosure at the enhanced level to be renewed in line with the authority’s timescales

	Purpose and Objectives of Post:
As a member of the Homelessness and Housing Options service this role will be responsible for supporting the development of Bury Councils priorities in relation to asylum and refugee integration, specifically. 
The role will provide high-quality support across key projects, working flexibly and proactively across a highly political and evolving agenda.
· To carry a high case load of pre-decision asylum seekers and prepare them for settled status, providing support around work & skills, ESOL, employment, health and wellbeing and other independent living skills
· To provide an intense strength-based support assessment to achieve positive independent living outcomes for customers who access the migration service ensuring that’s all customer are able to sustain a tenancy when they obtain their status.
· To work with clients in appealing and obtaining legal advice when they have received a negative decision in engaging.
· To establish strong integration amongst all partner agencies including VCSE ensuring that cross cutting work is provided for all migration customers and ensuring that all services are accountable for the support to this cohort. 
· To facilitate the smooth transition of new refugees from NASS accommodation/Hotels into mainstream society and prevent customers becoming street homeless/rough sleeping.
· To support and empower all refugees to engage in employment, education, health community groups and independent living skills to ensure their resettlement into the borough and outside of the borough is sustainable.

	Accountable to: Head of Service – Homelessness & Housing Options 

	Immediately Responsible to: Asylum & Immigration Coordinator

	Immediately Responsible for: None

	Relationships: (Internal and External)
All employees in the department
Employees in other departments
Elected members
Members of the public
Housing Service
Home office
GMCA & RSMP
Serco
External organisations such as registered social and private sector landlords, Lettings Agents, Probation, CAB, Voluntary Organisations, County Court, NHS bodies, Police and schools
Other local authorities

	Control of Resources:
· Effective use of ICT and systems (including CRM)
· Office stationery
· Petty cash

	Duties/Responsibilities: 
· To establish and navigate key partners in providing integrated support for all Asylum and refugees,and identify key leads within these services.
· To strengthening links with our third sector organisations and ensure that our customer are support to engage in their offers of support and to building on this existing support. 
· To address the specific needs of newly arrived asylum. Ensuring a holistic approach to support people to navigate life in the UK. This will include assessments, outreach, planning, advice, information and guidance.
· To support the successful integration and resettlement of adults and families who access our Migration service by minimising rates of homelessness, rough sleeping, poor health, economic hardship and social isolation and improving proficiency in English language.
· To develop welcome packs for all Asylum seekers newly accommodated within the borough.
· To lead and assess clients and provide advice and support covering: work and skills, housing, benefits, health, employment and English language.
· Take responsibility in developing effective working relationships with colleagues, partners, and key stakeholders to support the delivery of support for asylum seekers and refugees.
· Take responsibility and lead on promoting, encouraging, and supporting customer involvement and engagement in client’s communities and services. 
· To work closely with the Migration Officers to ensure a smooth handover in support from pre to post asylum decision.
· Coaching and empowering clients to be able to independently manage aspects of life skills, including areas such as work & skills, ESOL and employment. 
· Undertaking any other duties and responsibilities that arise and which are commensurate with the grade.

	

	Health and Safety Responsibilities
· To carry out work in a manner that does not place the health and safety of yourself or others at unnecessary and/or inappropriate levels of risk.
· To fully co-operate with the Department’s and the Council’s managers in all matters relating to occupational health and safety.
· To ensure that the Department’s and the Council’s health and safety arrangements are applied.
· To report any damage to equipment and shortcomings in local arrangements to a supervisor or line manager.
· To ensure that appropriate management or organisational representatives are informed of any apparent cases or serious or imminent danger, situations which present a significant risk to health or safety and any shortcomings in departmental and/or organisational arrangements.
Limits of Authority
Within the framework of Council and Departmental policies and instructions and subject to the overriding authority of his/her line manager, the officer holding this post is authorised to undertake all duties appertaining to the areas of work outlined above.
ORGANISATIONAL COMPETENCIES
Confidentiality
· Maintain confidentiality at all times.  Implement national, corporate and departmental policies regarding confidentiality, management of sensitive information and data sharing.
Customer Care
· To continually review, develop and improve systems, processes and services in support of the Council’s pursuit of excellence in service delivery.
Valuing Diversity 
· To recognise the value of its people as a resource.
· To be responsible for contributions to the achievement of the Authority’s valuing Diversity Policy, both in your work and through the implementation of action plans.
· To provide a supportive open environment where all employees have the opportunity to reach their full potential.


	Developing Self and Others
· To use processes and put processes in place to generate a learning environment.
· To focus on the strengths and requirements of all individuals and enable them to further their skills and knowledge.
· To actively pursue your own development.
· To be self-aware and role model continuous self-development.
Personal Development
· To attend and participate in supervision sessions, team meetings and employee reviews including contribution to the identification of your training needs and development.
· Take part in training in order to develop your skills and improve the service to customers.
· To maintain your own continuing professional development.
Policies and Procedures
· To take part in workshops and inter agency working to raise awareness of the issues faced by homeless people.
· To adhere to procedures, policies and the values of the authority and the department.
· To adhere to all new and changes in government initiatives as and when they are implemented.
· To demonstrate a commitment to equal opportunities and customer care.

As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.
Health and Wellbeing -As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues

	Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service)

	

	

	Job Description prepared by:
	Sign: 
	Date:

	Agreed correct by Postholder: 
	Sign:
	Date:

	Agreed correct by Supervisor/Manager:
	Sign:
	Date:
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DEPARTMENT FOR BUSINESS GROWTH & INFRASTRUCTURE
Asylum & Immigration Navigator
	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Degree or equivalent qualification
(All certificates to be checked at interview)
	
	x

	Current driving licence and access to a vehicle 
	
	x

	Good knowledge and understanding of asylum provision and support, homeless and housing and asylum legislation and statutory guidance.
	x
	

	Sound understanding of customer service giving examples of how you have applied this knowledge to improve outcomes for the customer.
	x
	

	Recent and relevant experience of handling complex and sensitive casework and bringing these cases to a successful conclusion.
	x
	

	Good knowledge of the barriers that refugees & asylum seekers may face in relation to accessing services
	
	x

	Proven ability to handle difficult situations and resolve in the best interests of the customer
	
	

	Evidence of continued professional development
	
	

	Capability to work in different locations (with or without adjustments) and working agilely.
	
	

	IT competent especially MS Office software and systems (word, excel etc.)
	
	


JOB TITLE –  Asylum & Immigration Navigator
CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS
The short-listing criteria listed plus the following:

	ASSESSMENT
METHOD
	CRITERIA

	Test
	Ability to work with limited supervision (and to tight deadlines)

	Test
	Ability to analyse complex information and exercise judgement

	Test 
	Computer literate in the use of Microsoft Office Projects

	Test/Interview
	Good written and verbal communication skills

	Interview
	Ability to manage workloads and meet deadlines

	Interview
	Understanding of Asylum & Refugee Frameworks nationally

	Interview
	Understanding of barriers that refugees & asylum seekers face when accessing services

	Interview
	Flexibility and resilience to work in a demanding and busy service 

	Interview
	Experience of managing complex customers and enquiries

	Interview
	Ability to organise and prioritise workloads effectively to meet deadlines, changing demands and performance thresholds

	Interview
	Experience of handling difficult situations


