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Operations Officer 

Bath Welcomes Refugees (BWR) was established in 2015 with the sole aim of bringing to 
safety and security in the UK those people persecuted and in danger in their own countries, 
and in particular to help them settle in Bath or the surrounding area.  	

BWR is a volunteer led organisation with its work carried out by its team of dedicated 
volunteers who have invaluable expertise and enthusiasm providing a range of different 
support.  

Over the past year we have seen the growing crises in Afghanistan and Ukraine which 
means our support is needed by an ever-growing number of refugees and asylum seekers 
arriving in Bath & North East Somerset. Within the last year we have recruited two part-
time staff to support the volunteer team and those needing assistance. 

BWR is entering its next stage of development and is looking to recruit a part time 
Operations Officer on an initial one-year contract. This will be an evolving role reporting 
to the Chair of the Management Committee overseeing BWR’s activities, liaising with the 
Management Team, as well as managing the two part time employees.  

 
To be successful in this position, you will need to be  

Empathetic with BWR’s aims, non-judgemental and flexible around working times. 

Have the ability to develop relationships with volunteers, clients and other stakeholders, 
be resourceful, collaborative and enjoy working with others with diverse experiences and 
backgrounds.  

You should be able to work remotely on your own initiative as well as being a team player 
working in a potentially high-pressure environment. You will be highly organised, able to 
manage and prioritise a varying workload and be able to adapt to changing situations, be 
a good communicator and IT literate.  

Ideally your experience will include 

v Working in the voluntary sector coordinating and supporting volunteers and staff 
v Managerial experience, not necessarily in the voluntary sector 
v Developing processes to improve efficiency in an organisation 
v Working with local authorities and partner organisations 
v Supporting and developing volunteers in their roles 
v Working with CRM databases 
v An understanding of safeguarding and data protection requirements in respect of 

the organisation as a whole 
v Knowledge of Bath and its surrounding area, hold a driving licence and have access 

to a car. 
 

It is desirable that you 

v Have lived and/or have working experience with refugees and asylum seekers 
v Understand the issues leading to people becoming refugees or asylum seekers and 

the issues facing them in the UK. 
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Outline of the Role 
 
You will be responsible for liaising with the Management Committee and for overseeing 
the efficient day to day delivery of BWR’s services in support of refugees and asylum 
seekers in Bath and surrounding area.  
 
v Working with the Management Committee, team leaders and staff to: 

 
• Identify opportunities and areas for improvement within BWR 
• Make recommendations to address these issues 
• Arrange the necessary resources, developing and reviewing processes and 

policies including training. 
 

v Communicate, liaise and where required negotiate with partner organisations ensuring 
that BWR’s needs may be met and that BWR is able to provide any monitoring 
information that may be required to meet any contractual obligations with these 
organisations. 
 

v Represent BWR at public events and in the media, promoting the aims and range 
activities undertaken by BWR. 
 

v Coordinate BWR’s response to new initiatives, internally and externally. 
 

v Manage data effectively for the organisation by using and ensuring the wider use and 
understanding of BWR’s IT systems, including the development and maintenance of 
our Case Management System, BWR’s website and other digital systems. 
 

v Managing the Refugee and Asylum Seeker Support Coordinator and Volunteer 
Coordinator. Hold regular meetings with them to understand any issues they may be 
experiencing and provide solutions to rectify the situation.  
 

v Briefing and updating the Management Committee on a timely basis on BWR’s ongoing 
activities and any issues. Attending, monthly meetings and briefing the Trustees as 
required. 

 
This is an initial one-year contract, working part-time from home. The role is hands on 
requiring flexibility around working times, including evening and weekends attending 
meetings and representing BWR at events.  

The role is based on 2.5 days per week with a pro rata salary of £34k full time equivalent 
(commensurate with experience). 

The role will require an enhanced DBS check. 

To apply for this role please provide an up-to-date CV with a covering letter explaining in 
less than 200 words why you would be ideal for the role. 

Applications to be emailed to vi.jensen@bathwelcomesrefugees.org.uk by Monday 30 
January 2023.  Applications will be reviewed as received. 

Shortlisted candidates will be invited to meet the Management Team and interview on 
Saturday 4 February 2023 in Bath. 

For more information, please see Detailed Job Description and Chart of BWR Activities. 

BWR is proud to be an inclusive employer that considers applicants regardless of gender identity, 
sexual orientation, ethnicity, disability, religion, political views, marital status or philosophy of life. 
If you have a disability or special need that requires accommodation or assistance, we will support 
you during the selection process 


