82 July 2021

Dear Applicant
Casework Assistant Role

Thank you for your interest in the above vacancy with Govan Community Project.

Enclosed with this letter is a copy of the job description, and a copy of our application
form. The application form can be completed electronically, however we are also happy
to receive paper applications.

The closing date for applications is midnight o n Sunday 18 * July 2021. No late applications
can be considered.

To enable us to monitor diversity within our recruitment processes, we would be grateful

if you could complete our anonymous diversity survey which can be accessed here:
http://bit.ly/GCPHRegmonitoring , however this is not mandatory and opting out of this
will have no impact on your application.

Completed applications being submitted by email should be sent to
recruitment@govancommunityproject.org.uk . Paper applications should be sent to:

Fiona Rennie, Asylum Support Service Manager
Govan Community Project

Pearce Institute, 840 - 860 Govan Road
Glasgow G51 3UU

We look forward to receiving your application.

Kind Regards

s, UED-

Traci Kirkland

Head of Charity
(;(]\l'\hd ;:Zr::i;ilfifuftll Ei ?::ii;;zsziinnunityproject.org.uk
C()MMUNITY 840 Govan Road govancommnityproject.org. uk

PROJECT Glasgow GS1 3UU

Building Hope


http://bit.ly/GCPHReqmonitoring
about:blank

GOVAN

COMMUNITY
Building Hope
Job Title: Operational Assistant
Location: Pearce Institute , Govan
Hours Per Week: 21 hours per week (12 month post)
Salary Scale: £18,000 pro rata
Reporting To: Head of Charity
Responsible For: N/A

OVERALL PURPOSE OF THE JOB

Govan Community Project have been delivering all of our support remotely

during the Covid 19 restrictions. Prior to the pandemic, our advice and

advocacy services operated drop in services 3 days per week, however when

face to face services resume, we wil | be working to an appointments system
due to using the space in a different way to help us manage numbers.

The Operational Assistant will provide reception cover for appointments and

administrative support. The Operational Assistant will play a cruci al role
in ensuring GCP continues to provide a Covid safe and welcoming environment

to visitors attending the office, whilst ensuring the organisation is

complying with Covid guidelines.

An important part of the role will be in supporting individuals att ending
the office to understand any Covid - 19 measures in place, including ensuring

required information is collected for Test & Protect and supporting unplanned

visitors by directing them to the helpline or supporting them to schedule an

appointment with a caseworker.

Other duties will include providing general administrative support to the
Head of Charity and the team as required and capacity allows.

MAIN DUTIES AND RESPONSIBILITIES

Reception & Welcome

° Ensure consistency in provision of reception cover for face to face
service delivery in GCP’s nmain office space

° Ensure GCP office space maintains a safe and welcom ng environnent
for all visitors

° Take an active role in ensuring all visitors to GCP office understand
Covid-19 neasures in place

° Ensure collection and safe storage of contact details required for
Test & Protect in line with GDPR guidelines

° Ensure fire safety protocols are followed by visitors

. Work with staff and volunteers to ensure office environment is kept

clean and tidy and that a clean desk policy is followed
Administrative Support

° Mintain diary system for availability of group and neeting space in
office and community flat



° Mintain stock control and ordering systens for stationery, PPE,
print cartridges

° Mintain stocks of GCP publicity materials and signage

° Minage generic emuil addresses and forward queries to relevant staff
menbers

° Liaise with contractors over fault reporting, servicing and repair of
equi pnent

° Work with the finance officer in processing invoices for GCP on Sage
accounts system

° Support finance officer with reinmbursenent of volunteer expenses in
office

° Mintain filing systens in adherence with GDPR requirenents

Monitoring and Evaluation

° Work with staff team to ensure monitoring and evaluation
data is submitted timeously and record information on relevant evaluation
systems

Other Duties

° Working as part of the staff team to maintaining the
Values and Ethos of Govan Community Project

° Adhere to all organisational policies and procedures

° Work with the staff team to contribute towards providing a safe,
welcoming, clean and tidy environment f or staff and visitors
° Attend meetings and contribute to strategic development

° Perform any other tasks or duties deemed necessary

Personal specification:

Essential
° High level of competency with office applications such as email,
Word, Excel and Google Suite

° Confidence and ability to deal with telephone enquiries efficiently

° Ability to work with language/communication barriers confidently

° Prior experience of work ing in an administrative role

° A commitment to the aims of the organisation

° An understanding of the challenges faced by members of the asylum
community

° Excellent interpersonal and communication skills

° A flexible working approach and excellent time management skills

° Ability to work on own initiative and as part of a team.

Desirable

° Previous experience of working with vulnerable individuals

° Previous experience supporting individuals where English is not their
first language

° A good spoken level of a relevant second language, e.g. Arabic or

Farsi.



GOVAN
COMMUNITY EMPLOYMENT APPLICATION FORM
PROJECT

Building Hope

PLEASE NOTE THAT DUE TO LIMITED CAPACITY AND POTENTIAL HIGH VOLUME OF APPLICANTS, WE ARE
UNABLE TO RESPOND TO ALL APPLICATIONS RECEIVED INDIVIDUALLY. IF YOU HAVE NOT HEARD FROM
US WITHIN TWO WEEKS OF THE CLOSING DATE, YOUR APPLICATION HAS BEEN UNSUCCESSFUL

POSITION APPLIED FOR:
PERSONAL INFORMATION

Please note that to comply with our inclusive recruitment processes personal contact

information will not be shared with those involved in shortlisting for interview

FORENAME : SURNAME :
ADDRESS:

POSTCODE :
CONTACT NO:
EMAIL:

PREFERRED METHOD OF CONTACT:

Phone call Email Text Message 0K to leave voicemail [:]

CONTACT AVAILABILITY

Morning Afternoon Evening Any

DO YOU CONSIDER YOURSELF TO HAVE A DISABILITY?
Yes No Prefer Not to Say

If yes, please tell us if there are any reasonable adjustments we can make to support
you within this recruitment process, for example, accessibility of interview spaces,
large print text

Can you please confirm if you currently have the right to work in the UK?

Yes No Not Sure




EMPLOYMENT HISTORY

Please tell us about your current or most recent employer. If this is your first job
please put N/A

NAME OF CURRENT/MOST RECENT EMPLOYER

(if applicable)

Job Title:

Brief Description of Duties:

Date Left (if applicable):
Length of Time with Employer:

Notice Period Required (if applicable):

PLEASE TELL US ABOUT ANY OTHER PAID AND/OR UNPAID WORK YOU ARE CURRENTLY DOING, OR HAVE
UNDERTAKEN IN THE PAST 5 YEARS.




SKILLS, QUALIFICATIONS AND EXPERIENCE
PLEASE TELL US ABOUT YOUR QUALIFICATIONS AND TRAINING, BOTH FORMAL AND INFORMAL

PLEASE TELL US ABOUT YOUR SKILLS AND EXPERIENCE WHICH YOU FEEL MAKE YOU THE BEST
CANDIDATE FOR THIS ROLE. YOU MAY WISH TO REFER TO THE JOB DESCRIPTION REQUIREMENTS IN
THIS RESPONSE.




REFERENCES

PLEASE PROVIDE US WITH 2 REFERENCES WHO CAN COMMENT ON YOUR SUITABILITY FOR THIS ROLE.
ONE OF THESE SHOULD BE YOUR CURRENT OR MOST RECENT EMPLOYER IF APPLICABLE. We will not
contact current employers unless an offer of employment is being considered.

Referee’s should not be family members.

If it is not possible for you to provide referees please tell us about this here:

REFEREE 1:

NAME:

ORGANISATION (IF APPLICABLE):

CONTACT TELEPHONE NO:

EMAIL:

HOW DOES THIS PERSON KNOW YOU:

REFEREE 2:

NAME:

ORGANISATION (IF APPLICABLE):

CONTACT TELEPHONE NO:

EMAIL:

HOW DOES THIS PERSON KNOW YOU:

I confirm that to the best of my knowledge the information I have provided on this form
is correct and I accept that providing deliberately false information could result in
my application being withdrawn or in dismissal should I be appointed to the role.

Signature: Date

Please send completed application to
recruitment@govancommunityproject.org.uk
or mail to
Traci Kirkland, Head of Charity, Govan Community Project,
Pearce Institute, 840-860 Govan Road, Glasgow G51 3UU
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INTRODUCTION

Welcome to Govan Community Project’'s Strategic Plan for
2018 - 2021. This plan sets out our community’s vision for
the coming years: what we want to achieve, our reasons and
how we are going to do it together. This is the first time
that Govan Community Project has had a strategic plan ans
it is coming at a time of significant change. We hope that
setting out our collective vision will allow us to ensure
that we are meeting the needs of our community members.
This plan was co-produced with community members. This plan
was co-produced with community members, staff, volunteers
and our board of directors. We held an event with over 50
community members to identify key priorities and challenges
for the organisation. Thereafter we met weekly over a
period of 15 sessions to refine and add to the feedback

we had already recieved.
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We would like to thank all of our community members, a
special thanks to: Kehinde-Meine James, Sara Al-Rubaya,
Ruth Lamb, Abdulkadir Awel, Giscard Kuimi, Sukai Secka,
Mohammed Saleh, Toyosi Ogunbowale, Mengistu Rago Gurmu,
Snaa Al-shemlwi aand family and Gladys Emofonmwan.






BACKGROUND

Govan Community Project (GCP) used to be called Govan and Craigton
Integration Network, which was originally a response of community
and church members to the needs of newly arrived asylum seekers in
Glasgow. Since then, GCP has developed into a registered Scottish
Charity running a variety of different activities and VoiceOver,
our own social enterprised that provides an interpreting and
translation service.

In 2016 we established that our purpose is to achieve social
justice in Govan and Craigton by building a strong community based
on equality, mutual respect, support and integration. We are an
organisation based in Govan that supports diverse communities in
this area and also supports asylum seekers and refugees throughout
Glasgow. We contribute towards policy and best practive in Scotland
to improve social justice.

We work towards achieving our purpose in a number of ways. our
community flat is used as a valuable resource for that is free for
community groups and hosts our ESOL classes, our women's group, our
men’'s group and our homework club. We also run advice and advocay
sessions, distribute food and undertake participatory action
research with community members. VoiceOver provides affordable,
value for money interpreting and translation services to ensure
quality interpreting is accessible.

Given the current political climate and attitudes towards asylum
seekers, refugees, and migrants more gneerally, and with the
highest rate of global displacements on record', this is one of the
most challenging times for our community members in modern history.

That said we are fortunate to be working within Scotland, which
has a national policy of welcoming migrants, including refugees.
This is evidenced in the recently revised ‘New Scots’' Integration
strategy, an important framework which our community members
contributed towards, that aims to welcome and unlock the assets
that refugees bring with them to their homes across Scotland®.

We are grateful to all of our funders who enable our vital work to
continue and we truly we truly value our relationshis with a wide
range of organisations that make our joint efforts impactful.

In the coming years we will continue working closely with our
community members, funders and partner organisations to achieve our
goals.

7 The most recent publication of global trends by the UNHCR, the United Refugee Agency,recorded an unprecendented 65.6
million people around the world who had been forced from home. Among them were nearly 22.5 million refugees, over half
of whom are under the age of 18. For more information, http://www.unhcr.org.uk/figures-at-a-glance.html

2.http://www.gov.scot/Publications/2018/02/54908/2 *.http://www.gov.scot/Publications/2018/081/7281



Our core values describe how we behave and treat each other.
The purpose of GCP is to achieve social justice in the areas
of Govan and Craigton by building a strong community based on
equality, mutual respect, support and integration. We are an
organisation which values the experience and contributions of
everyone: our community members are some of the most resillent

people on Earth and deserve to be treated with respect.
Our community members describe GCP’'s core values to be.

Being enthusiastic

Being respectful

Always striving to be helpful
Treating people with compassion
Welcoming everyone

Being honest and trustworthy

Community members: we use these words to describe the wide range
of people in our community who oversee, organise and take part in

our activities and services. Community members include: staff,
volunteers, board members and individuals who use our services.

VISION

Our vision describes our wishes for the future and our
deepest hopes. Even though we might no achieve our vision in
our lifetime, it drives our efforts for future generations.

Our vision is for everyone to be safe, where people are
valued and not judged and where people’s voices are heard in
Govan and Scotland. We want a fairer immigration system, one
which allows asylum seekers to have paid work. We want to
live in a world where there is no racism, where people have
a sense of belonging and human rights are respected.



MISSION

Our mission describes our ambitions and aims for the next three
years. Our mission guides us in the direction of our vision.

GCP's mission builds on our strengths: empowerment of community
members, services, advice and policy.

Enabling and empowering:

— Work with our community members to build their skills,
and, as much as possible, solve their own problems

— Community members to know their rights, and be able to
advocate for each other

— Community members to have access to meaningful and
decent employment

— Community members seeking asylum to fully understand and
engage with the process

— Provide more opportunities for people to forge
friendships and be mentored by their peers
Our services

— To be as accessible and as visible as possible

— To engage and support our most vulnerable community
members

— To make sure that our community members have access to
good advice

— To provide more opportunities for our community members
to get to know this country and relax as a way to
promote their health and wellbeing

— To make sure that staff and volunteers are well trained
and supported



ADVOCACY AND POLICY

— Community members to know their rights and be able
to advocate for each other

— Community members seeking asylum to fully understand
their rights in the immigration system, its
challenges and to engage with the process

— Works towards full and easy access to education for
people in the asylum process and refugees

— Challenge prejudice towards asylum seekers, refugees
and migrants, fostering postitive encounters

— Make sure that our community members have access to
good quality housing

— Works towards ending food poverty and insecurity
in Govan

GOALS

Our goals descrube what we can realistically achieve for our mission

Enabling and empowering

— Run information sessions, training courses and workshops
for our community members to build their skills and be
informed about relevant key topics (1)

— Ensure that our community members are better represented
on our board of directors (2)

— Link our community members with relevant employment
opportunities (3)

— Start a befriending service and mentoriing programme for

our community members (4)



We

Our services

Improve accessibility to our services and offices (5)

Outreach to organisations specialising in supporting
survivors to ensure that they are aware of our services (6)

Ensure our advice and advocacy services are of good
quality and meet demand (7)

Organise trips for our community members to get to
know the UK, to relax, and to promote their health and
wellbeing (8)

Run regular training sessions for our staff, volunteers
and community members as part of their continued
professional and personal development (9)

Ensure that both staff and volunteers recieve regular
support and supervision sessions (10)

We all have the right to food - we will campaign to make
that a right a reality in our community. In the meantime
we will continue to provide food in a dignified way (11)

Advocacy & Policy

will work community members to have their rights respected

We want better access to education and learning for
asylum seekers and refugees (12) - we will work with
everyone we can make this happen

We will work with the media, schools, and other
stakeholders to challenge prejudice towards asylum
seekers and refugees and contribute towards more postive
coverage (13)

We will work with the Scottish Government, the Home
Office, Housing Providers, Registered Social Landlords
(Housing associations) and other stakeholders to try and
ensure that asylum seekers and refugees have good quality
housing (14)

We will work with community members to have their voices
heard in what matters to them for a fairer, more equal
Scotland (15)



ACTION PLAN

nationa 1 employers, and
employability agencies
to facilitate employment
opportunities

GOAL [ ACTION INDICATORS TIMESCALE
1 Ensure that community We will provide information 6 sessions by
members in the asylum sessons on the asylum process Feb 2020

process and refugees for community members in the 18 sessions by
understand their rights, asylum process and refugees Feb 2021
their entitlements and
challenges with the system
:2 Recruit community members Our board of directors will By Feb 2021
to our board of directors consist a least a third of
community members
:; Engage with local and We will help at least 50 By Feb 2021

community members up-skill or
access employment opportunities

Start a mentoring and

We will facilitate mentoring

65 by Feb 2019

befriending programme for and befriending for up to 2600 200 by Feb
our people in the ayslum individuals 2021
process and refugess
E; Improve accesibility to (i) Leaflets on our core (i) By Feb
our services and offices services printed in 4 main 2019
languages (ii) 2 days by
(ii) Open days are run twice a Feb 2019

year
(iii) Fit an appropriate
workaround solution for
wheelchair uses to access our
Govan office

(iv) Explore the feasibility of
increasing the functionality

of our website for community
members

6 days by Feb
2021

(iii) By Feb
2019

(iv) By Feb
2019

Engage more with survivor
focused organisations to
help them be aware of

our services for their
signposting purposes

Promote our services to 12
survivor focused organisations

4 SFO1 by Feb
2019
12 SF@5 by Feb
2021

Improve our advice
services and make sure
they are monitored and
developed appropriately

We will bring in an external
organisation to review our
advice services. We will
register with the office

of the immigration services
commisioner.This is the UK
regulator for providing legal
immigration advice

Reviewed twice
by Feb 2621
Level 1
achieved by
Feb 2019

Level 2
achieved by
Feb 2021

8

Provide more opportunities
for community members to
relax and promote their
health and wellbeing

We will run trips to places
in the UK for our community
members

6 trips by Feb
2019

18 trips by
Feb 2021

8



GOAL [ ACTION INDICATORS TIMESCALE
S’ Provide training for our | We will run training sessions 6 sessions by
staff & volunteers for their | accesible for all staff, Feb 2019
continued professional and | and volunteers and community 18 sessions by

personal development members Feb 2021

1(] Run regular support and Implement support and By Feb 2021
supervision sessions for supervision for all staff. By Feb 2019
staff and volunteers Recruit a volunteer coordinator | By August 2020

to further support our
volunteers. Implement support
and supervision for volunteers.

11 Improve our food We will improve the quality of By Feb 2019
distribution and work the food we distribute to meet By Feb 2020
towards sustainability for | demand and improve health and
our community members well being

1:2 Advocate on behalf of Engage with all Glasgow By Feb 2019
asylum seekers to help universities to encourage By Feb 2020
them access further them to develop a scholarship
education scheme. Engage with the

Scottish Government to promote
universal access to higher
education for asylum seekers

1:; Challenge false Secure further funding for our By Feb 20619
perceptions of asylum Participatory Action Research By Feb 2021
seekers and refugees ProjectEngage with nine media

outlets to promote asylum and
refugee issues to achieve more
positive and informed coverage

1[; Promote social justice Attend regular meetings with Ongoing
casues as directed by our housing providers and By Feb 2021
community members organisations with a housing

remit to advocate on behalf of
community members. .

Work with stakeholders to
develop a ‘good practice’ guide
for asylum housing professionals

155 Promote good quality Both the strategy group and Ongoing
housing for asylum seekers | Participatory Action Research By Feb 2019
and refugees through group identify key topics
advocacy

Recruit a policy worker to help
further our community member’s
agenda

1‘5 Promote good quality Attend regular meetings with Ongoing
housing for asylum seekers | stakeholders housing providers By May 2021
and refugees through and organisations with a
advocacy housing remit to advocate on

behalf of community members.&
hold them to account. Work with
stakeholders to develop a

‘good practice’ guide for asylum
housing practitioners
professionals.

1:7 Promote social justice Both the strategy group and Ongoing
causes as directed by Participatory Action Research By May 2019

community members

group identify key topics.
Recruit a policy worker to help
further our community member’s
agenda




EVALUATION

We are committed to ensuring that this plan is implememted and that
it forms the basis for work for the next three years

To do so we will use the following mechanisms

— Our strategy group will meet quarterly to discuss
actions and general progress.

— There will be an item on each board meeting agenda to
monitor progress and implementaton of the plan.

— Our participatory action research project will help
evaluate our progress

— We will ask an external organisation to evaluate our
progress two and a half years into this strategic plan.

— We commit to applying learning where we can as we
implement this plan.

— We will use the above evaluation findings and our
learning to inform our next strategic plan.
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	operational assistant applicants letter
	Job Description Operational Assistant
	JOB DESCRIPTION
	OVERALL PURPOSE OF THE JOB
	Govan Community Project have been delivering all of our support remotely during the Covid 19 restrictions.  Prior to the pandemic, our advice and advocacy services operated drop in services 3 days per week, however when face to face services resume, w...
	The Operational Assistant will provide reception cover for appointments and administrative support.  The Operational Assistant will play a crucial role in ensuring GCP continues to provide a Covid safe and welcoming environment to visitors attending t...
	An important part of the role will be in supporting individuals attending the office to understand any Covid-19 measures in place, including ensuring required information is collected for Test & Protect and supporting unplanned visitors by directing t...
	Other duties will include providing general administrative support to the Head of Charity and the team as required and capacity allows.
	MAIN DUTIES AND RESPONSIBILITIES
	Reception & Welcome
	● Ensure consistency in provision of reception cover for face to face service delivery in GCP’s main office space
	● Ensure GCP office space maintains a safe and welcoming environment for all visitors
	● Take an active role in ensuring all visitors to GCP office understand Covid-19 measures in place
	● Ensure collection and safe storage of contact details required for Test & Protect in line with GDPR guidelines
	● Ensure fire safety protocols are followed by visitors
	● Work with staff and volunteers to ensure office environment is kept clean and tidy and that a clean desk policy is followed
	Administrative Support
	● Maintain diary system for availability of group and meeting space in office and community flat
	● Maintain stock control and ordering systems for stationery, PPE, print cartridges
	● Maintain stocks of GCP publicity materials and signage
	● Manage generic email addresses and forward queries to relevant staff members
	● Liaise with contractors over fault reporting, servicing and repair of equipment
	● Work with the finance officer in processing invoices for GCP on Sage accounts system
	● Support finance officer with reimbursement of volunteer expenses in office
	● Maintain filing systems in adherence with GDPR requirements
	Monitoring and Evaluation
	● Work with staff team to ensure monitoring and evaluation data is submitted timeously and record information on relevant evaluation systems
	Other Duties
	● Working as part of the staff team to maintaining the Values and Ethos of Govan Community Project
	● Adhere to all organisational policies and procedures
	● Work with the staff team to contribute towards providing a safe, welcoming, clean and tidy environment for staff and visitors
	● Attend meetings and contribute to strategic development
	● Perform any other tasks or duties deemed necessary
	Personal specification:
	Essential
	● High level of competency with office applications such as email, Word, Excel and Google Suite
	● Confidence and ability to deal with telephone enquiries efficiently
	● Ability to work with language/communication barriers confidently
	● Prior experience of working in an administrative role
	● A commitment to the aims of the organisation
	● An understanding of the challenges faced by members of the asylum community
	● Excellent interpersonal and communication skills
	● A flexible working approach and excellent time management skills
	● Ability to work on own initiative and as part of a team.
	Desirable
	● Previous experience of working with vulnerable individuals
	● Previous experience supporting individuals where English is not their first language
	● A good spoken level of a relevant second language, e.g. Arabic or Farsi.
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