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	JOB TITLE
	Refugee Resettlement Officer 

	GRADE
	SCP28-31

	POST NUMBER
	6663A

	RESPONSIBLE TO	
	Resettlement Team Leader 

	RESPONSIBLE FOR
	N/A

	PRIMARY LOCATION
	Ashford – Community based & International House

	WORKING PATTERN 
	Core pattern - Weekdays 9-5

	ON CALL / CALL OUT ARRANGEMENTS 
	To attend emergency callouts if necessary.

	JOB SUMMARY
	To work in partnership with local communities, stakeholders and with statutory agencies to deliver an innovative, person-centered resettlement programme in Ashford for all individuals supported through Government resettlement and relocation schemes.
To provide support and advice to refugees and other resettled groups to enable them to access appropriate services, live independently and successfully integrate into the wider community.
To actively promote community cohesion across communities.
Attending meetings, training days, and conferences, wherever relevant, with partner agencies to ensure the quality of support given is maintained and improved.
To work with internal and external partners to secure suitable and affordable accommodation in the private rented sector.
Working with Housing Management/Landlord to carry out inspections and/or report any issues with any of properties.
This requires a high standard of written and verbal communication with partner agencies at all levels.


	ROLE REQUIREMENTS
	

	1. 
	Work with other stakeholders and agencies to develop and administer resettlement programmes.

	2. 
	In partnership with other stakeholders, build capacity, knowledge and mutual understanding within local communities of the culture, language and religion of refugees to support integration. To work with communities and other partners and deliver initiatives aimed at improving community cohesion.

	3. 
	To conduct welfare checks on vulnerable clients to ensure they are being appropriately safeguarded and where necessary make referrals to agencies. When required, attend properties with contractors if tenants might be vulnerable.

	4. 
	To ensure accurate record keeping is kept at all times and to work alongside the Data Protection Officer when necessary to provide all data for FOI requests.

	5. 
	To maintain an understanding of the duties required in relation to providing an integration and support package as required by the Home Office and other government departments.

	6. 
	To keep up to date with changes to Welfare Reform and the benefit system to be able to appropriately advise clients and support them where necessary. To maintain relationships with the DWP and other partner agencies and apply for Alternative Payment Arrangements and other assistance for vulnerable clients.

	7. 
	Facilitating/brokering individuals access to appropriate services

	8. 
	Case manage holistic support plans, with set review dates, and risk assessments with the aim to reduce dependence on services, with a high standard of recording.

	9. 
	Follow Safeguarding policies and procedures to ensure children, young people and vulnerable adults receive the right services at the right time.

	10. 
	Assertively motivate customers to achieve agreed goals within the short term, and ensure that customer can sustain positive change independently.

	11. 
	Ensure all support is person centric, and treat customers as individuals, promoting customer dignity, independence and wider social needs and their views and needs are the primary focus

	12. 
	Ensure all support works in a collaborative way with other services and providers, and clients engage and have access to all specialist providers.

	13. 
	To attend emergency call-outs if necessary.

	14. 
	To work with local businesses, volunteer agencies and the community to identify work opportunities and experiences for the client group and in close partnership with the DWP

	15. 
	To work with the ABCs Housing Team and your line manager to identify suitable offers of accommodations for families identified by the South East Strategic Partnership for Migration (SESPM) and the Home Office. 

	16. 
	Work with the Home Office to match families to accommodation and, where applicable, to manage the preparation of the identified accommodation working with the landlord or managing agent to ensure the property is ready for occupation.

	17. 
	Attend meetings (both internal, external and public) in/outside office working hours, playing an active role in promoting and supporting the resettlement programme and refugee participation.

	18. 
	Create an effective support closure process, according to the needs of the customer, and that they have the information and advice to sustain their independence/positive change

	19. 
	Manage access to ESOL and other English learning provision including student attendance, resolving issues raised by teachers and students, COVID procedures, room hire, crèche booking, applying for funding bids

	20. 
	Ensure lone working procedures are adhered to.

	21. 
	Ensure that all support clients are aware of their rights and are supported and empowered to exercise them.

	22. 
	Assess the need for interpretation, taking into consideration complexity of information or advice and arrange for interpretation to be provided.

	23. 
	Equal Opportunities
To promote equality of opportunity in employment and service provision and eliminate unlawful discrimination.
To recognise that people have different abilities to contribute to the council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	24. 
	Emergency Planning
To participate required (SCP) in the council’s Emergency Planning operations including undertaking training and exercising as directed
To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours
To participate in the recovery stage following the emergency.

	25. 
	Business Continuity - In the event that an incident has occurred which disrupts the council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	26. 
	Data Protection - To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation

	27. 
	Health and Safety - All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the council’s Health and Safety Policy, available on the Intranet or from Personnel.

	28. 
	Safeguarding - Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough.

	29. 
	Additional Duties - To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	DATE
	05/08/2026




	PERSON SPECIFICATION
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	GCSE in English and Mathematics (Grade C or above)
Strong ICT skills
	

	EXPERIENCE
	Relevant office experience
Experience of updating and managing Excel spreadsheets, case files and case notes.
Experience working with vulnerable client groups and engaging the local community
Experience of the UK welfare and benefits system. 
	Experience of housing management work to include rent arrears management, tenancy sustainment and client participation.
At least one year experience of working with migrant groups in resettlement settings or lived experience of resettlement.


	SKILLS & KNOWLEDGE
	Good knowledge of Excel, Word and Outlook
Excellent communication skills, both verbal and written
Excellent and proven attention to detail
Knowledge of services available to client group through local district council and other agencies
Strong understanding of services available to refugees and other vulnerable migrants
	Local knowledge of area.

	OTHER REQUIREMENTS
	Flexible attitude and approach
Ability to work on own initiative as well as part of a team.
The ability to work to deadlines.

To think creatively, work under pressure and to prioritise effectively.

Ability to react and adapt to changing and challenging circumstances whilst remaining sensitive and diplomatic.

This post has regular contact with Children/young adults/vulnerable adults and will be subject to the Council’s Policy on the Protection of Children, young Adults and Vulnerable adults and Safeguarding.
The post holder must maintain at all times a satisfactory BASIC report from the Disclosure and Barring Service.
Essential car user.  Must have use of vehicle during working hours
	





Contractual / Training Requirements 
	[image: A piece of a puzzle
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	Yes
	No

	Requires Driving Licence
	Yes
	No

	Management/Supervisor Responsibilities 
	Yes
	No

	Night Working - Working 3+ hours  between 11pm and 6am
	Yes
	No

	Lone Working 
	Yes
	No

	Working in confined spaces
	Yes
	No 

	Safety Critical Worker – completing a task e.g. working at heights or with hand-held machinery - if impaired would pose a significant risk to self/others.
	Yes
	No

	Health Surveillance – Includes audiometry, HAVs, dermatology, lung function.
	Yes
	No

	Enforcement Responsibilities – name cannot be disclosed 
	Yes
	No

	Emotionally Demanding - employee is dealing with trauma / vicarious trauma 
	Yes
	No

	Conflict Exposure – employee will frequently encounter disagreements/disputes of varying intensity while carrying out their role 
	Yes
	No

	Enforcement/ Security Industry Authority licensed - employee licensed by (SIA)
	Yes
	No

	Safeguarding Training Required
Level 1 - Ad hoc contact / never be left alone with a child, young person or adult at risk
Level 2 - Likely to come into contact with children/young people/adults at risk, through the nature of the role, but has no responsibility for supervision, or has line management
Level 3 - Responsibility for supervision of children, young people or adults at risk, or has safeguarding lead responsibilities as part of their role.
	Level 1
	Level 2 
	Level 3

	DBS check required – confirmed by a counter-signatory
	BPSS / Basic
	Standard
	Enhanced

	Asbestos Exposure
1 - Office based with little or no exposure risk
2 - Likelihood of contact is remote and secondary to their role
3 - Potential to encounter asbestos as part of their role
	Level 1
	Level 2 
	Level 3

	Legionnaires exposure
1 - Basic Awareness Training - may come into contact with bacteria in water systems
2 - Training on Legionnaires Disease - directly working with any of the following (or other sources of contaminated water)
	Level 1
	Level 2 

	Weil's exposure
Employees who work in areas where they may come into contact with the urine of infected animals, such as such as rats, cattle, pigs, and dogs. OR contaminated water or soil
	Yes 
	No
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