
 

 

Asylum Link Merseyside 

 

 Volunteer and Operations Manager 

 

Job Description 

 

Asylum Link Merseyside is an established, well-respected Charity based in the heart of 
Liverpool, serving the needs of asylum seekers and refugees throughout the Liverpool City 
Region.  We are looking for a well organised, creative, enthusiastic leader to join our 
centre’s management team and help the charity develop. 

The issue of asylum and immigration is one of the most controversial of our time.  Behind 
the newspaper headlines there are real people often with desperate stories who are trying 
to navigate a system that is complex and unforgiving.  ALM engages with asylum seekers 
from across the world to provide services that include social work, ESOL provision, access to 
legal advocacy and access to destitution services to meet the acute practical needs of our 
clients.  We also provide a range of social and well-being activities that address the isolation 
and loneliness many asylum seekers experience.  All of these functions run out of our 
bustling centre in Edge Hill, Liverpool - a four storey listed Victorian former presbytery. 

You will report to ALM’s centre manager and be responsible for ensuring that the day to day 
operation of the centre is well organised and smooth-running.  This will be partly ensuring 
that the centre is being well managed and partly developing and leading the team of 
volunteers and staff who help deliver the services.   

Working in this sector is often challenging, sometimes extremely difficult, but ultimately 
incredibly rewarding; there are ample opportunities for personal and professional 
development. The successful applicant will be inspired by the opportunity to make a 
difference to the lives of some of the most marginalised people in society. 

Main duties 

Services 
• Ensure that the planned range of services are properly organised and delivered, 

while being compliant with relevant legislation and policies.  
• Expand and enrich the activities and services that ALM provides. 

 
Buildings  

• Ensure that ALM’s facilities are well equipped and maintained, to allow the full range 
of services to be delivered with particular reference to Environmental Health. 

• Project manage building works and changes to our facilities and services. 
 
Staffing & Volunteers 

• As directed by the Centre Manager, coordinate the recruitment, training, 
management and appraisal of ALM staff, in line with best HR practice.  

• Recruit, train, appraise and coordinate ALM’s teams of volunteers, matching 
volunteers to projects, evaluating and reporting on their effectiveness. 

 



Communications 
• Manage an effective communications strategy for the charity. 
• Produce and maintain a strategy for communicating to visitors the purpose and 

ethos of ALM.  
• Internal management/communications to staff and volunteers to promote the 

effective management of the centre. 
• Communication with supporters and local fundraisers. 
• Knowledge of public and charity organisations that have a role in supporting ALM  

 
Deputy Role  

• Deputise for and liaise with the Centre Manager assuming overall responsibility, as 
necessary. 

 
Person Specification 
 
Essential knowledge and skills (evidence required within the application) 

• Degree or equivalent qualification.  Non-degree holders will be considered if they 
can provide suitable evidence of performing effectively at an executive level within a 
similar work environment. 

• An understanding of immigration issues and of the rights and needs of Asylum 
Seekers and Refugees, including knowledge of the current asylum environment and 
best practice.  Knowledge of public and charity sector organisations which have a 
role in supporting this group. A willingness to research and develop a deeper 
appreciation of the key issues. 

• Working knowledge of key compliance and operational issues for a voluntary sector 
organisation  including, but not limited to,  financial monitoring and budgetary 
control; fundraising, health and safety including environmental health; COVID; 
safeguarding; employment legislation; equality, diversity & inclusion;  

• Proven ability and skills in the effective use of IT products to support publishing, 
communication and management. 

Personal qualities (to be assessed during interview) 

• Building and managing a team - ability to form positive relationships with individuals 
and teams from a range of backgrounds to ensure the effective operation of ALM. 

• Effective communication and influencing skills - ability to make connections with 
others, to promote the work of ALM which may include fundraising development. 

• Ensure the delivery of services - have the confidence to take responsibility for and 
coordinate the roll-out of ALM’s functions, taking into account the diverse needs of 
service users. 

• Empathy and resilience to operate in an emotionally demanding role. 

Other pre-requisites 



• Supporting activities outside normal working hours is part of the role and will be 
negotiated with the Centre Manager. Travel around Merseyside is routine. There 
may be occasional need to travel outside of the North West. 

• A current clear DBS report for work with adults and children 

• A driving licence and access to a car. 

• A willingness to carry out reasonable requests and duties, as deemed necessary by 
the Centre Manager. 

 

Application Information 

Salary: £30,451 

Application deadline: Friday 20th November 

Interviews: Thursday 3rd December 

Applications: please submit  

• a CV of no more than 2 sides of A4, text no smaller than 12 point font 

• a personal statement not exceeding 500 words demonstrating suitability for the post  

• details of 2 referees who will only be contacted in the event a job offer being made  

to info@asylumlink.org.uk 

Further information from Ewan Roberts, ALM Centre Manager, St Anne's Centre, 7 
Overbury St., Liverpool, L7 3HJ  

E: ewan@asylumlink.org.uk  

W https://www.asylumlink.org.uk/ 

 

mailto:ewan@asylumlink.org.uk

