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Hub Coordinator – Refugee Sanctuary Scotland
Responsible to: Operations Manager
Location: Refugee Sanctuary Scotland Hub, Glasgow


Role Purpose
The Hub Coordinator will support the effective, welcoming and safe day-to-day operation of Refugee Sanctuary Scotland's Hub, based in the city centre of Glasgow.
The postholder will help ensure that the Hub is a warm, inclusive and well-organised space for people seeking asylum and refugees, supporting opportunities for connection, wellbeing, learning, creativity and community.
Working closely with the Operations Manager, the Hub Coordinator will coordinate day-to-day Hub activity, support volunteers, welcome and engage with people using the Hub, maintain appropriate records, support activities and events, and work with partner organisations.
The role requires someone who has a good understanding of the UK Asylum System and the experiences of people seeking asylum, together with a practical, organised and person-centred approach.
[bookmark: main-duties-and-responsibilities]Duties and Responsibilities
Day-to-day Hub Coordination
· Support the smooth day-to-day running of the Refugee Sanctuary Scotland’s Glasgow Hub.
· Open and close the Hub in accordance with agreed procedures, where required.
· Welcome people visiting or using the Hub and help create a warm, respectful and inclusive environment.
· Ensure the Hub is tidy, appropriately equipped and ready for activities and visitors.
· Coordinate room bookings, activities and use of Hub space in accordance with agreed arrangements.
· Monitor supplies, equipment and general Hub requirements and raise issues with the Operations Manager.
· Support appropriate health and safety, fire safety, lone-working and emergency procedures.
· Report maintenance, security or other operational concerns promptly.
· Help maintain an environment in which people feel safe, respected and able to participate.


People Using the Hub
· Build positive and respectful relationships with people seeking asylum and refugees using the Hub.
· Listen to people and encourage participation, feedback and ideas about Hub activities.
· Provide clear information about Refugee Sanctuary Scotland’s activities and relevant support available through Refugee Sanctuary Scotland.
· Signpost people to appropriate specialist organisations and services where their needs fall outside the remit of Refugee Sanctuary Scotland or the Hub Coordinator role.
· Work within appropriate professional boundaries and do not provide specialist immigration or legal advice.
· Recognise and appropriately respond to concerns about wellbeing, safeguarding, safety or immediate risk.
· Support an inclusive environment where people from different backgrounds, cultures, languages and circumstances feel welcome.
Activities, Events and Community Engagement
· Support the planning and delivery of activities, workshops, groups and events at the Hub.
· Liaise with facilitators, volunteers and partner organisations involved in Hub activities.
· Help ensure activities are appropriately organised, accessible and risk assessed.
· Encourage participation and support people using the Hub to contribute ideas and develop activities.
· Assist with practical arrangements including room set-up, equipment, attendance records and clear-up.
· Support the development of opportunities that promote wellbeing, connection, learning, creativity and community-building.
Volunteer Coordination and Support
· Support the Operations Manager with the coordination of Hub volunteers.
· Help welcome, induct and orientate volunteers.
· Assist with volunteer rotas and allocation of appropriate tasks.
· Provide day-to-day guidance and support to volunteers while they are at the Hub.
· Ensure volunteers understand relevant Refugee Sanctuary Scotland’s policies, safeguarding requirements and professional boundaries.
· Raise any volunteer concerns or support needs with the Operations Manager.


Safeguarding, Health & Safety and Confidentiality
· Follow Refugee Sanctuary Scotland’s safeguarding, health and safety, data protection and other relevant policies and procedures.
· Take appropriate action where safeguarding concerns arise and report/escalate concerns in accordance with Refugee Sanctuary Scotland’s procedures.
· Record incidents, concerns and relevant information accurately and promptly.
· Support appropriate risk assessments for Hub activities and events.
· Maintain confidentiality and handle personal information responsibly.
· Maintain appropriate professional boundaries when working with people who may have experienced trauma, displacement, destitution or other significant challenges.
· Participate in relevant safeguarding, health and safety and other training.
Administration and Records
· Maintain accurate records and update CRM database for activities, service users and visitors abiding by GDPR policy and legislation.
· Support the collection of information required for monitoring, evaluation and reporting.
· Maintain up-to-date activity calendars, room bookings and other Hub information.
· Support the secure handling and storage of relevant documentation.
· Provide regular updates to the Operations Manager on Hub activity, issues, opportunities and emerging needs.
· Assist with day-to-day administrative tasks.
Partnerships and External Relationships
· Maintain positive working relationships with partner organisations and community groups using or contributing to the Hub.
· Liaise with external organisations regarding agreed activities and events.
· Help identify opportunities for collaboration that benefit people using the Hub.
· Represent Refugee Sanctuary Scotland professionally and positively within the Hub and when working with community and partner organisations.
· Maintain awareness of relevant local services and referral pathways.
Finance and Resources
· Follow Refugee Sanctuary Scotland’s procedures for expenditure, purchasing and use of Hub resources.
· Maintain receipts and supporting information, where required.
· Support the Operations Manager with monitoring Hub supplies and resource requirements.
· Handle any cash or financial transactions only in accordance with Refugee Sanctuary Scotland’s procedures and delegated authority.
Communication and Organisational Support
· Communicate effectively with the Operations Manager and wider Refugee Sanctuary Scotland team.
· Provide regular verbal and written updates on Hub activity and any operational or safeguarding concerns.
· Contribute ideas for improving the Hub and its activities.
· Support Refugee Sanctuary Scotland events, campaigns and organisational activities where appropriate.
· Undertake other reasonable duties consistent with the nature and level of the role.
Person Specification
	Experience and Knowledge
	Essential
	Desirable

	Good knowledge and understanding of the UK asylum and refugee system and the issues affecting people seeking asylum
	
	x

	Experience of working with, supporting or alongside refugees, people seeking asylum or people affected by migration, homelessness, destitution or social exclusion
	
	x

	Experience of coordinating a community, charity, advice, wellbeing or similar service, space or programme
	
	x

	Experience of working collaboratively with volunteers, colleagues, community organisations and/or external partners
	
	x

	Understanding of safeguarding and the importance of maintaining appropriate professional boundaries
	x
	

	Experience of maintaining accurate records and handling confidential or sensitive information appropriately
	x
	

	Experience of coordinating a community hub, drop-in service, community centre or similar welcoming space
	
	X

	Experience of volunteer coordination
	
	X

	Experience of supporting people with complex or multiple needs
	
	X

	Experience of working with interpreters or across language barriers
	
	X

	Experience of coordinating community activities, workshops or events
	
	X

	Skills and Abilities
	Essential
	Desirable

	Excellent interpersonal and communication skills, with the ability to build trust and rapport with people from a wide range of backgrounds
	x
	

	Highly organised, reliable and able to manage competing priorities
	x
	

	Able to coordinate activities, room bookings, volunteers, resources and day-to-day Hub requirements
	
	x

	Able to respond calmly and appropriately to difficult or unexpected situations.
	x
	

	Good written and verbal communication skills
	x
	

	Able to recognise when an issue is outside the scope of the role and appropriately signpost, refer or escalate
	
	x

	Able to work independently while contributing positively to a small team
	x
	

	Able to maintain clear boundaries between providing a welcoming service and providing specialist immigration or legal advice
	x
	

	Knowledge of local services relating to asylum, housing, destitution, welfare, health and wellbeing
	
	X

	Knowledge of relevant Glasgow refugee and migrant support organisations and referral pathways
	
	X

	Other Requirements
	Essential
	Desirable

	Willingness to listen to and incorporate the experiences and feedback of people using the Hub
	X
	

	A practical and solutions-focused approach
	X
	

	Commitment to confidentiality and responsible handling of personal information
	X
	

	Person-centred, respectful and non-judgemental approach
	X
	

	Commitment to equality, diversity, inclusion and anti-racist practice.
	X
	

	Strong commitment to the dignity, rights and wellbeing of people seeking asylum and refugees
	X
	


Lived Experience
At Refugee Sanctuary Scotland we welcome applications from people with lived experience of the asylum system, displacement, migration or working with communities affected by destitution and exclusion. Lived experience is not essential but will be valued alongside professional skills and experience.
Safeguarding and Equality
Refugee Sanctuary Scotland is committed to safeguarding, equality, diversity, inclusion and anti-racist practice. The successful candidate will be required to comply with Refugee Sanctuary Scotland policies and undertake relevant checks and training, including a Disclosure Scotland check where applicable.
General
This job description outlines the main responsibilities of the role and is not exhaustive. It may be reviewed in line with the changing needs and priorities of Refugee Sanctuary Scotland.
The postholder will be expected to contribute positively to Refugee Sanctuary Scotland's mission to relieve destitution and promote wellbeing for people within the asylum system in Scotland. 
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