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JOB DESCRIPTION: Development and Fundraising Officer

The Islington Refugee and Migrant Forum (IRMF) is a refugee and migrant led organisation
that works with all refugee and migrant community organisations (RMCOs) in Islington. IRMF
aims to improve the quality of life and wellbeing of Islington’s refugees and asylum seekers
by bringing together all the local Refugee and Migrant Community Organisations (RMCOs).
The Forum strives to strengthen RMCOs, enabling them to reach out to Islington’s most
disadvantaged refugees and newly-arrived communities, providing the empowerment they
need in order to gain equal access towards opportunities.

Job Title Development and Fundraising Officer

Salary: £25,520 per annum
Full time (NJC Scale 6, point 26)

Pension: 3% towards pension contribution

Hours: 32 hours

Duration: 4 years contract. Continuation subject to future funding.

Main purpose of job: The post holder is responsible for

o The effective coordination of IRMF’s office and the
organisation’s affairs.

o The successful delivery and development  of its existing
projects;

https://www.google.com/search?q=islington+refugee+and+migrant+forum&rlz=1C1GCEB_enGB851GB851&oq=islington+refugee+and+migrant+forum+&aqs=chrome..69i57.6856j0j15&sourceid=chrome&ie=UTF-8
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o Building the organisation’s capacity and securing
resources to expand its services

o Providing capacity-building support to IRMF’s Refugee and
Migrant Community Organisations (RCOs) members.

o Advocating for the needs of member organisations and the
communities they represent with relevant stakeholders and
policymakers.

Responsible to: Board of Trustees

Responsible for: Project delivery and development, fundraising, administrative
duties, volunteers and future staff

Working arrangements: The post holder will be expected to work a 35-hour week. It is envisaged
that the post holder will be flexible, sometimes working outside office
hours and weekends, and providing outreach work when necessary.

Key Responsibilities:

1. Overall coordination and administration of IRF’s office, activities
and projects
2. Building the capacity and resources of the organisation to expand
its activities.
3. Provide consultation and capacity-building support to member

Refugee and Migrant Community Organisations (RMCOs)
 - Advocating for the needs of member organisations and

the communities they represent with relevant stakeholders
and policy-makers.

 - Promoting and publicising the work of the organisation in
relevant forums and with potential membership
organisations.

1. Co-ordination and administration of activities

1.1 To administer and coordinate projects and events, including Forum and other
consultation meetings, and training programmes, to ensure current projects’ objectives
are achieved

1.2 To monitor and evaluate the projects, meetings and events and produce and submit
funding reports on time.

1.3 To develop and maintain effective administrative and record keeping systems, including
financial record-keeping, and ensure that all necessary records are kept.

1.4 To deal with telephone, e-mail and correspondence enquiries.
1.5 Develop information resources to market the organisation and its aims
1.6 To recruit, supervise and support volunteers and/or paid staff and identify and address

any training needs.



1.7 Ensure all policies and procedures are in line with the law and integrated into the daily
running of the organisation.

1.8 Advocate for the needs of member organisations and the communities they represent
with relevant stakeholders and policy-makers.

2 - Building the capacity of the organisation / member organisations.

2.1. Network and develop working links with IRF user and potential member organisations,
key service providers, statutory bodies and other stakeholders

2.2. Build sustainable working relationships and partnerships with other agencies within local,
networks/forums and partnerships to achieve multi-agency support and holistic approach in
service delivery.

2.3. Establish good communication and links with voluntary, statutory and public sector
agencies and organisations in the area.

2.4. Undertake outreach activities in order to assess the needs of member organisations, and
increase the involvement of in the development of the IRMF. Develop appropriate projects to
address these needs.

2.5. Work together with Board of Trustees to increase and sustain financial resources for the
organisation, through the identification of funding opportunities and the preparation of funding
bids.  Including develop partnerships or consortia to facilitate income generation activities

2.6. To obtain a minimum of £20,000 a year of funding from a variety of sources.

2.7. To lead on implementation of action plans agreed by Board of Trustees

2.10 Support IRF members with their fundraising needs, in particular grant applications. The
responsibility will be limited to advice and review of grant applications.

3- Accountability, Governance and Planning

3.1 To attend meetings of the Board of Trustees and report on progress of projects and
activities of the organisation.

3.2 To prepare regular reports including an annual report on the work of the organisation
and to make arrangements for the Annual General Meeting

3.3. To provide support to the Board of Trustees in strategic planning

3.4. To participate in supervision and appraisal meetings with the line manager(s)
designated by the Board of Trustees

3.5. To comply with the organisation’s policies, including policies on equal opportunities,
health and safety, confidentiality and data protection

3.5 To perform other duties appropriate to the post and the hours of work, which may
reasonably be assigned by the Board of Trustees



ISLINGTON REFUGEE AND MIGRANT FORUM

CO-ORDINATOR PERSON SPECIFICATION

Essential Criteria
Experience At least two year’s experience in a role with significant

co-ordination responsibilities, preferably a management role and
in the voluntary and community sector

Experience of developing and delivering successful projects

Experience of working with multi-agency partnerships, networking
and liaising with other agencies to promote the needs of
disadvantaged people
Excellent experience in preparing funding applications and other
relevant income generation activities. Minimum of 2 years of
experience of working with third sector organisations
Experience in working with diverse groups of refugee
organisations, networking and liaising with other agencies to
promote the needs of disadvantaged people.

Training Commitment to personal and professional development
Skills and abilities Ability to prioritise own work and to work on own initiative with

little direct supervision whilst managing competing priorities
Ability to prepare and manage budgets, and to oversee financial
management processes

Ability to work in partnership with a variety of agencies in a
constructive way that fosters trust and mutual respect

Ability to communicate effectively and concisely with a range of
different audiences in a variety of formats
Willing and able to take management instructions and to work
with a Management Committee

Ability to write and speak fluent English

Ability to be self-servicing and use a range of computer software
applications
Ability to prioritise own work and to work on own initiative with
little direct supervision whilst managing competing priorities.

Ability to work in partnership with a variety of agencies in a
constructive way that fosters trust and mutual respect.

Ability to communicate effectively and concisely with a range of
different audiences in a variety of formats.

Knowledge Excellent organisational and team-working skills.



Excellent understanding of challenges that face second tier
organisations in the current financial climate.
Excellent understanding of the needs and experiences of
refugees and migrants in the UK.
A clear understanding of and commitment to equal opportunities
and safeguarding.

Personal attributes Happy to work in a small organisation and to undertake shared
tasks as required.
Ability to work alone with no other current members of staff and
with limited supervision.
A flexible approach to work and a willingness to work within a
changing environment, including a ‘can-do’ attitude
Commitment to equality and equal opportunities.

Personal
circumstances Eligible to work in the UK

Able and willing to work unsocial hours and outside normal office
hours as required by the post.

Desirable Criteria

Experience of managing and supporting volunteers and paid staff


