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Refugee Survival Trust
Coordinator Job Description
RST is a small Scottish charity which exists to alleviate and prevent the destitution of refugees and asylum seekers in Scotland. Our grant giving is combined with research, awareness raising and campaigning. The post holder will join our small team of staff and will be responsible for overseeing the core work of the organisation.
Hours: 17.5 hours per week
Salary: £27,714 pro rata plus 6% pension contribution
Duration: This is a position for 6 months with the potential to extend this contract dependent on funding. There is a probationary period of 3 months.
Location: Glasgow
Accountable to: Management Board (with a named line manager)

Supervisory responsibilities: Administrator, Volunteer Coordinator
Closing date: 12 noon Friday 15th July 2016
Interviews: July 2015. Provisional date of Friday 22nd July 2016.

Purpose:
· To oversee the work of RST 
· To represent RST to partner agencies such as the Scottish Refugee Council, Red Cross and local integration networks
· To organise and implement RST's awareness raising and communication strategy
· To ensure the appropriate support of RST’s team of volunteers
· To undertake fundraising for RST’s grant schemes and for staff costs
· To promote the membership of RST
· To respond to enquires made to RST
· To provide line management for other RST staff as appropriate
Person specification:

Essential

· Committed with strong organisational skills
· Experience of fundraising 
· Ability to work independently 
· Ability to work co-operatively 
· Effective verbal and written communication skills 
· Computer literacy 
Desirable 

· Good networking skills 
· Supervision and support of staff 
· Knowledge of asylum and refugee issues 
· Experience of supervising and supporting volunteers
