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EYST Wales
Arabic and English Language Support Assistant
Job Description

Job Title: 

Arabic and English Language Support Assistant  
Hours of Work: 
Part-time 7 hours per week (Possibly up to 14 hours per week)
Salary: 

£3,800 per annum (£19,000 per annum pro rata) – for 7 hours p/w
Tenure: 

Fixed term until 31st October 2019 initially
Responsible to: 
EYST SRP Senior Swansea Family Support Worker
Responsible for: 
Clients
Aims of the Post
a) To assist the delivery of the Orientation Service for the Syrian Resettlement Programme for Swansea Council through EYST by providing Arabic and English Language support for programme clients

b) To provide, primarily office-based support to them to assist families with reading, interpreting and dealing with relevant correspondence including household bills, welfare benefits and health appointments
c) To provide limited support to Syrian families in year 3 of their resettlement in Swansea
Principal Accountabilities and Main Duties

Specific

a) To work under the guidance of the current Orientation Service Family Support Workers

b) To provide, primarily office-based support to assist families with reading, interpreting and dealing with relevant correspondence including household bills, welfare benefits and health appointments.
c) To provide limited support to Syrian families in year 3 of their resettlement in Swansea in the form of prior arranged meetings every 8-10 weeks (unless emergency circumstances), with a tapering off to encourage independence. 
d) To draw up support plans for each individual and signposting to the SR Programme’s staff member in the Employment Project
General

e) To ensure regular reporting and updates to partners and within EYST as required.

f) To ensure the collection, entry and return of information as required for monitoring and evaluation

g) To take part in training courses, staff meetings and regular supervision

h) To work within relevant health and safety legislation

i) To ensure that the project promotes and reflects equality of opportunity at all levels

j) To ensure that EYST Child Safeguarding & Vulnerable Adult Safeguarding and all other relevant policies are implemented 

k) To uphold the confidentiality of information of clients

l) To work with the wider EYST team to set and maintain a culture of high professional standards and to deliver best value services

m) To carry out any other duties that may from time to time be required

Person Specification

1. Ability to speak fluent Arabic and English is essential

2. Experience of working with refugees and asylum seekers and empathy with this client group 
3. Experience of working in partnership with statutory and voluntary organisations
4. Knowledge and understanding of issues affecting refugees and asylum seekers  

5. Knowledge of Child Protection & Vulnerable Adult Safeguarding Issues
6. Good communication skills and a professional manner
7. An understanding and commitment to equal opportunities, 
8. Ability to enthuse and mentor vulnerable people 
9. Competence in IT, including Email, Word
10. Ability to drive, a full clean licence, and a car owner

11. Organised, driven and self-motivated
