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Job Description

	Post Title
	Ukraine Support Officer
	Grade
	Scale 5 

	Post No
	
	Other Payments
	N/A

	Directorate
	Office of the Chief Executive
	Hours of work
	Full Time 

	Team
	Community Support
	Contract Period
	

	Responsible to
	Health and Wellbeing Officer
	Supervisory
Responsibility for
	N/A

	

	Job Purpose

	To manage a caseload and provide advice and support to Ukrainian refugees being resettled in Fylde and their host families, where applicable. This includes the provision of a casework service (information, advice, advocacy, and guidance) for Ukrainian refugees and involves dealing with a range of issues, including (but not limited to) welfare benefits, housing, health and wellbeing services, education, English language provision and employment. 
To participate in the delivery of group briefings to refugee families and the organisation of activities where required. 
The job entails working with a range of partners and stakeholders (including in the statutory and voluntary sector and key government departments) to ensure the relevant services and support are available, and if not, that bespoke solutions can be found.   

	Responsibilities and Duties

	· Manage a caseload assessing ongoing needs and provide detailed information, advice, advocacy, and guidance that will assist individuals and families to access the services and support that they require. Be able to travel countywide to support individuals and families where necessary.  
· Create and deliver briefings (including via group sessions), where appropriate working in conjunction with partners to enable newly arriving families to become familiar with their local area, UK laws and cultural norms and expectations.  
· Liaise and work with partners to ensure key services and support are available, helping to develop bespoke solutions where necessary. This will involve research into and development of options for meetings various needs and the ability to work within the relevant legal frameworks. 
· Liaise with the relevant LCC departments, housing authorities, Home Office, NHS, Police, and other Government departments in order both to keep up to date with relevant policies and procedures and to update these partners on developments as required. 
· Support resettlement into long-term accommodation, arranging all aspects of the preparation of the property, including furnishings, and utilities, and liaising with landlords and other key agencies to prepare and maintain the tenancy and ensure the tenants are fully briefed to comply with their rights and responsibilities. 
· Coordinate appropriate additional support from charities and volunteers to ensure that there is a targeted approach to the provision of services. 
· Provide advice and support that is fully understood (using interpreters where needed), culturally sensitive, empathetic, and complies with the need for confidentiality, data protection and the maintenance of personal boundaries.  
· Ensure accurately and up-to-date records on all individuals and issues worked on and actions taken are recorded and maintained. Produce reports on this work as required. 
· Any other duties reasonably required by the business.



	Prepared By:  Daniel Atkinson
	Date:  31/03/2025





Person

	POST TITLE:  Ukraine Support Officer

	

	DIRECTORATE: Office of the Deputy Chief Executive		POST NO: TBC



	COMPETENCIES 
(All competencies listed are essential to the post)   
	METHOD OF ASSESSMENT

	CUSTOMER FOCUS
· Treats employees as customers
· Puts the customer first and values the customer in everything they do
· Is professional, polite and friendly at all times
· Appreciates the customer is the only reason there is a job
· Challenges whether the existing ways of doing things meet customer need
	
Application form / interview

	WORKING TOGETHER 
· Promotes effective working across different service areas
· Accepts and provides a constructive challenge
· Is an effective team player
· Demonstrates the ability to learn from others
· Focuses on solutions rather than problems
· Works with others to deliver great performance
	
Application form / interview

	EFFECTIVE COMMUNICATION 
· Clearly explains the reasons for decisions made
· Open, honest and transparent in all communications
· Champions success at every opportunity
· Demonstrates the ability to listen and understand
· Never ‘bad mouths’ the organisation
· Contributes to feedback and engagement at work
	
Application form / interview

	PRIDE & INTEGRITY
· Demonstrates enthusiasm and personal commitment
· Takes pride in working for Fylde Council
· Enjoys the work they do in their chosen career
· Has respect for others at all times
· Appreciates and values the opinion, interests and views of others
· Always represents Fylde in a positive manner
	
Application form / interview

	STRONG LEADERSHIP MANAGEMENT 
· Is always accessible and approachable
· Leads by example and always displays a positive attitude
· Motivates encourages and supports others to achieve their best
· Has a strong focus on doing what is best for the organisation
· Manages change as part of the ‘day job’
· Makes creative suggestions about how to do things better
	
Application form / interview





	QUALIFICATIONS
	ESSENTIAL/DESIRABLE
	METHOD OF ASSESSMENT 

	Housing or customer services qualification /or similar
Good educational standard to GCSE level, including Grade C or above in English and Maths or equivalent
A current full and valid UK driving license
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	SKILLS / KNOWLEDGE / EXPERIENCE
	ESSENTIAL/DESIRABLE
	METHOD OF ASSESSMENT 

	Working with refugees or other vulnerable groups.  
Solving complex problems faced by families and individuals, building on their strengths and capabilities. 
Providing advice, information, and guidance on a range of issues, for example, benefits, housing, health services, education, and employment. 
Working with a variety of people from diverse cultures and backgrounds and dealing with a range of organisations in the statutory and voluntary sectors. 
Experience in using Microsoft teams excel and other programs proficiently 
Effective communication skills (both written and verbal) and proficiency in the main IT systems. 
Effective negotiating skills with a wide range of individuals and partners. 
The ability to empathise with the experiences of people fleeing difficult and traumatic situations and develop appropriate solutions to meet their needs. 
Well organised, flexible and the ability to work under pressure and on own initiative.
An understanding of safeguarding issues and the system for dealing with these in Councils.  
Good understanding of the systems of support for families and individuals on low incomes and/or vulnerable due to their refugee experience, health
The UK benefits system, especially Universal Credit, as other means-tested support and non-means-tested benefits such as PIP and DLA. 
The support available via the NHS, adult social care, children’s services, and mental health services. 
Basic knowledge of the schemes for assisting refugees fleeing the conflict in Ukraine. 
An understanding of the UK education system and the fundamental issues regarding employment for refugees (e.g., impact on benefits). 
A good awareness of the issues and challenges faced by people relocating to the UK, particularly under traumatic circumstances. 
Ideally, good knowledge of districts they may be required to work in. 
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	Other Requirements:
- Ability to express oneself clearly both orally and in writing and communicate effectively with others.
- Must be able to take on an individual workload and be able to work without day to day to supervision both individually - and as part of the team.
- The ability to demonstrate a positive and constructive attitude.
- The ability and willingness to work out of hours.

	
DATED: 31/03/2023
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