Friends of Scottish Settlers (FOSS) Registered Scottish Charity SC050254
Volunteer and Partnership Manager (Initial 1 year fixed contract)

Reporting directly to the Chair of FOSS.
Generous salary of £28,000 pro rata for 3 days a week (24 hours) equating to
£16,800 per annum gross.

Flexible working pattern to suit parent or person with caring duties.

Friends of Scottish Settlers (FOSS) supports newcomers to Falkirk district,
principally but not exclusively asylum seekers and resettled refugees. We currently
have a pool of around 35 volunteers.

You will be our first employee and so have the chance to help shape and develop
this role from the start! Initially, you will be building our capacity by improving our
recruitment, training and retention of volunteers, and helping us to recruit and
manage 2 part-time Volunteer Coordinators. Thereafter, you will take our vision
forward, in partnership with our service users and other stakeholders. We have
Trustees with a great deal of fundraising experience, who will work with you to seek
funding to continue the role beyond the initial 1-year contract.

Job Description:
Your duties will include:
1. Helping the Chair to manage the Volunteers until FOSS can employ Volunteer
Coordinators (proposed start date late Summer 2022).
2. Managing the Volunteer Coordinators once they are in post.
3. Assisting the Chair in the preparation and delivery of training materials and
induction for Trustees and new volunteers.
4. Scaling up current work, including befriending and the facilitation of volunteering
opportunities for refugees/asylum seekers.
5. Linking stakeholders, such as other charities, Forth Valley Welcome, Central
Scotland Regional Equality Council, Falkirk Council, CVS, Scottish Refugee Council,
Mears Housing etc.
6. Leading on service development.
7. Establishing new strategic partnerships.
8. Increasing our service users’ accessibility to Falkirk Council services, especially
for the asylum seeking population.
9. Helping with funding applications.
10. Doing the admin. associated with the role.
12. Supporting our volunteer Material Needs team.
13. Any other reasonable activities required of you.

Person Specification
You will:
1. Have experience working or volunteering in a similar role with a charity or CIC or
similar.
2. Believe wholeheartedly in our vision of a multicultural Falkirk where newcomers
feel welcome.
3. Have a broad understanding of UK immigration policy and the issues faced by
refugees and asylum seekers.
4. Enjoy meeting, working and connecting with all kinds of people.
5. Believe in ‘deeds not words.’
6. Enjoy being part of a team and be good at developing strong relationships.
7. Be able to prioritise your workload and maintain a healthy work/life balance.
8. Be organised.
9. Be able to write reports, emails and give presentations.
10. Be proficient in the use of Social Media and have good IT skills.

