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Welcome from our CEO

Thank you for considering Breaking Barriers! We are a fast-paced, innovative charity
with a mission to welcome refugees info meaningful employment with one-to-one advice,
guidance, education and training. Refugees face substantial hardship fleeing war,
violence and persecution. Once in the UK they then face many significant barriers to Ciara Devlin
settling in and starting a new life. Employment is the single biggest factor in successful CEO
integration (according to the Oxford university Migration Observatory) but refugees are

over 4 times more likely to be unemployed compared to the overall population. Yet there is little

support available to help build new lives after refugee status is granted. That’s wrong. And that’s why
Breaking Barriers was set up in 2015.

We know, though our work, how determined refugees and people from a refugee background are to
being financially stable and finding purpose in their work. Since we launched the organisation we have
reached almost 2000 people and of those, around half found meaningful employment, education or
volunteering. We are a team of just over 80 staff and we have grown considerably over the past 2
years, having the opportunity to expand into new areas of the UK. We are also supported by several
hundred volunteers.

Employment support is our specialism, and our tailored advice and guidance is provided in-house to
our refugee clients by our dedicated and experienced Employment and Integration Advisers. We give
a central role to businesses, and partner directly with over 40 companies across a variety of sectors,
to together offer bespoke opportunities for refugees including skills workshops, paid work placements
and permanent job opportunities. We also offer English and IT courses at a variety of levels, delivered
by qualified and experienced volunteer teachers to support refugees who have barriers around
language and digital ability.

Our delivery model is hybrid - with remote support complemented by in-person support for clients
with lower digital abilities. We are an organisation that is laser focused on the service delivery of high
quality employment and education support. We are data-driven and we use the data about our work
to improve both our own and the wider sector practices.

Our clients are at the heart of our work and inform what we do through providing regular survey
feedback, specific advisory input, and sharing their stories. We advocate for our clients by
collaboratively working with Government departments to make the case for - as well as shape -
integration funding for refugees. We've already had tremendous success with the key role we played
in the development of the Refugee Transition Outcomes Fund which we have worked on in Manchester
and Birmingham. Our work relies on the generous funding of our network of corporate partners,
donors and supporters, and statutory grants. We also work closely with national and local partners to
strengthen the sector and wider ecosystem. We know that there continues to be a large and dispersed
refugee population with unmet needs and we are focused on bettering our services and growing
across the UK.

At Breaking Barriers, we work collaboratively and openly to get things done. We have a flexible and
welcoming environment where everyone is encouraged to take ownership, feedback and contribute. As
a newly arrived CEO, I am passionate about ensuring Breaking Barriers has an inclusive culture,
ensuring that individuals feel confident to bring their whole selves to work and that we celebrate the
differences that make all our staff unique. I also believe that it is vital that we invest in and support
our staff with lived experience so that they can flourish and progress within the organisation. We are
looking for individuals who share our motivation, values and ambitions to grow our programmes so we
can support more refugees. The right person will benefit from the chance to be part of a growing
organisation and have the opportunity to innovate, pursue your passion and work as part of an
incredibly talented team. I look forward to hopefully welcoming you to the team soon!

Ciara Devlin, Breaking Barriers, CEO



About Breaking Barriers

Our vision

We’re Breaking Barriers so every refugee can access meaningful employment and

build a new life.

Our mission

We welcome refugees into meaningful employment with advice, experience and
education. We believe in the power of responsible business to change society for the

better through our innovative partnerships.

Our values

Our values underpin everything we do at Breaking Barriers; and our organisation

strives to be:

Mission-led

We put refugees first O

in everything we do.

We listen and respond.

We act with integrity. N\
We’re focussed on '//0;/0\.
comfortable working I:
with us every step of
the way. We treat everybody fairly and
are friendly. We champion diversity,

impact.
Welcoming
equality and inclusion.

We welcome people
of all backgrounds
with an open mind.
We will make
everybody feel

Entrepreneurial
We believe in the
entrepreneurial
spirit of every v -
individual to build a

better life. We Jf" )y
believe in the power (¢ A~
of responsible

businesses to achieve social change.
We’re brave and bold enough to give
new things a go. We’re driven by
making a lasting impact.
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Collaborative
We believe in the \/-\
power of — —
teamwork and

partnerships. We /\\
work / I \
collaboratively

with colleagues to find creative
solutions for the greater good. We’re
proud to share our expertise and
knowledge with partners to further our
positive impact.



Job Description

Job title:

Employment Adviser

Reports to:
Programme Manager

Line Reports:
None

Location:
Hybrid, contracted to work at our Birmingham office at least 2 days a week

Salary:
£24,000 - £26,500

Hours:
37.5 hours per week, with occasional evening/weekend work (TOIL provided)

Contract:
Permanent

Language Requirements:
Fluency in English and at least one target language is desirable e.g. Arabic, Cantonese,
Amharic, Dari, Farsi, Kurdish, Pashto, or Tigrinya.

Purpose of the role:

We are looking for candidates with experience of supporting individuals with barriers to work
intfo paid employment. Within this role you will carry a significant responsibility, managing a
caseload of clients from a refugee background and supporting them in securing meaningful
employment, training, and education opportunities.

You will provide one-to-one personalised support, delivering quality Information Advice and
Guidance (IAG), alongside ongoing support to ensure your clients have all the skills they need
to get into work. This involves working with clients to produce individual action plans with
clear goals and actions to overcome identified needs and barriers and provide a clear
pathway towards the labour market.

You will work with clients online and by phone, as well as in person to monitor their progress
towards their goals. Complementary support will be delivered through our volunteers who are
trained in delivering employment advice, and you will book weekly appointments for clients,
allocating time slots according to availability and the volunteer’s specialty.

You will also work with specialist referral partners to support clients to overcome complex
barriers to employment. We offer a strong tfeam environment, where your ideas and drive will
be welcomed and where you as an individual can make a real difference to people’s lives.



Role responsibilities

We are a fast-growing charity that prides itself on its flexibility and responsiveness, and as a
result your responsibilities may change, develop, and grow according to the needs and
development of our programmes.

1. Support clients into employment, education, and training opportunities

Manage and deliver quality Employment Advice and Guidance to a caseload of clients
with multiple and complex needs into employment, training or education through
casework model and support planning approach.

Support clients to engage in active job search and a range of employability focused
activities. This will involve matching clients to vacancies depending on skills and
experience, support in applying for job vacancies, updating CVs and covering letters
and specialist advice and guidance regarding vacancies and approach to employers.

Work with clients to co-produce individual (SMART) support plans with clear goals and
actions to overcome identified needs and barriers and provide a clear pathway
towards the labour market.

Register new clients monthly to receive Breaking Barriers employment support. This
involves gathering information, obtaining consent, collecting evidence of eligibility,
and explaining in detail Breaking Barriers’ services and what is expected of the client
during their journey to make the most out of the support.

Refer and signpost clients to other service providers if they require further specialist
support outside of employment.

Monitor clients’ progression towards their goals and provide monthly written updates
on progress and agreed actions.

Identify blockers and work with Programme Managers to provide solutions where
clients are not progressing towards their employment or education goals.

Identify and share opportunities from the Corporate Partnership and Education teams
with clients to help them gain work experience and develop employability skills.

2. Delivery and Administrative Work

Ensure that all paperwork and online client records are completed accurately and
updated regularly in time for monthly reporting deadlines.

Record and update client profiles after every session on CRM with details of the
support provided during appointments, client progress and planned next steps.

To achieve the monthly targets and KPIs, offering quality support to the clients.

Ensure clients on your caseload carry out surveys in a timely manner for effective
monitoring and evaluation.

Collaborate with volunteers and schedule appointments for clients. This involves
aligning the availability and expertise of volunteers with the needs of clients,
preparing comprehensive briefings for volunteers to help them structure their
appointments, and acting as a point of contact so that volunteers are supported to
deliver sessions to a high standard.

Stay on top of internal communications and emails to ensure no opportunities for
clients or deadlines are missed.



3. Cross-Organisational Responsibilities

Take part in meetings both with the Programmes team and the wider organisation,
sharing ideas and feedback.

Take up opportunities for training and development provided by different teams within
the organisation, so that new skills are being learned and knowledge is being shared
across the organisation.

Support with additional activities as required both within the Programmes team and
the wider organisation.

Share knowledge and learnings with the rest of the feam.

To undertake and participate constructively in inductions, meetings, appraisals and
relevant trainings, and contribute positively to good team relationships and continuous
improvement of services.

Collaborate with Programme Managers (PMs) and Senior Programme Managers (SPMs)
to continue to develop and nurture a positive team culture.

Person specification

Point of assessment

Skill / experience Essential Desirable CV + cover [Written exercise| Interview

Technical

Experience in supporting
individuals with barriers to
work into paid employment or
delivering employment
support.

© | ©

Experience of working in a
person centered, target
focused environment.

© | ©

Experience or a strong ability
to manage a varied, and at
times, complex caseload.

An ability to organize own
workload efficiently,
balancing face-to-
face/remote work with
administration.

© OO ©
© OO0l ©

Confident working
autonomously, managing
time, and completing tasks
efficiently and in a timely
manner when faced with
conflicting priorities.

©
©
©
©

Experience of working with
people with multiple and

complex needs @
or health-related conditions @ @ @

and aware of opportunities to
signpost to other services.




Excellent communicator,
confident at speaking to new
people via email, phone,
video call and in person.

Fluency in English, both verbal
and written.

Some understanding of the
employment issues facing
refugees.

A demonstrable interest in
and commitment to working
with marginalised
populations, particularly
refugees.

© OO ©

A commitment to
safeguarding the welfare of
clients.

Ability to build strong
relationships and work
collaboratively as part of a
team.

ORICIOREICIIOING

©

CRICANCIECIIVING

Strong proficiency in IT tools
(Word, Excel, Outlook,
PowerPoint), CRM systems,
and excellent writing skills for
clear and effective
communication (letters,
action plans, application
forms, e-mail responses, and
records).

©

©

Able to motivate people to
change and move into
employment.

©

©

Attention to detail and
methodical approach to
completing records.

©

©

Ability to use a creative
approach to support clients,
finding alternative solutions
and using different methods
of support when needed.

Knowledge of the local
employment market, training
and adult education
opportunities.

ORRORECAES




A good knowledge and
understanding of complex
needs such as housing and of
homeless and welfare benefit
systems.

Can demonstrate the limits of
professional boundaries.

Qualification in careers or
employment advice e.g. NVQ
Level 3 or 4 in Information,
Advice and Guidance.

Experience or understanding
of being from a refugee or
migrant background.

Fluency in target languages.

QO OO ©
©
©

O ©
O ©

Considerations

As part of our safeguarding commitment to our clients, we carry out pre-employment checks
to ensure that successful applicants are suitable to work with adults at risk. These include
basic DBS checks, obtaining references and verifying a candidate’s identity and right to work
in the UK.

Some travel between our different areas of operation (London, Birmingham and Manchester)
will be required. Occasional evening or weekend work may be required. Time off in lieu would
be provided in this case.

Breaking Barriers is committed to protecting an adult’s right to live in safety, free from
abuse and neglect and for their views, wishes and beliefs to be fully considered when
deciding action.

Your Application

How to apply
If you are looking for a role where you can make a real difference, we want to hear from you.
To apply, please submit a CV and statement (up to approximately 500 words/1 A4 page)
outlining:
e Why you are interested in the role
e What skills you would bring to be successful in this role
e Any experience you would like to highlight
e Any reasonable adjustments you require for the interview process
e Disclosure of disabilities if you wish to do so (as a member of the Disability Confident
Scheme, we guarantee an interview to all disabled applicants who meet the minimum
criteria for the role)

Please note that applications without a covering letter will not be considered. Interviews will
be held on a rolling basis so please apply as soon as possible to avoid disappointment.



We are proud to be a member of the Experts by Experience Employment Network, which aims
to increase representation of people with lived experience in the charitable sector. Please feel
free to use information and resources found here, which may help in preparing your job
application.

The Recruitment Process

If you are shortlisted for a role with Breaking Barriers (BB), you will be invited to interview
via email. In your invite, the Hiring Manager will ask if you require any adjustments for the
inferview process. Please feel free to inform them how we can make the process accessible
for you.

The recruitment process usually involves two rounds of interviews. The initial round is usually
between 5 and 10 applicants, with the second round narrowed down to the final 2 or 3
applicants. One of these rounds may include an interview task, which will usually be shared in
your interview invite.

Interview panels will usually be made up of 2-3 interviewers. This often includes the Hiring
Manager and another Manager with interviewing experience. In some cases, there will be a
representative of the Lived Experience Panel present. This is one of the ways we better
involve people with lived experience in our work (lived experience defined as people from a
refugee background, with first-hand experience of seeking sanctuary or migration to the UK).

In order to make our interview process as accessible as possible, a summary of the interview
questions will be shared ahead of the interview. Interview questions will be based on the key
competencies included in the job description. Some of the questions will be 'what would you
do’ scenario-based questions. We believe framing questions in this way makes it easier for
candidates to highlight their transferable skills, as opposed to looking at an example of
similar roles they have held. You will also be asked about what drew you to apply to work at
BB and what you know about the organisation. We recommend you take a look at our values
before the interview (page 3 of this pack) so that you can highlight which values you align
with, if any.

Your interviewers appreciate that an interview can be a very stressful situation and will do
everything they can to make you feel comfortable. Candidates are welcome to bring notes to
the interview as a memory aid (though we encourage candidates to avoid reading directly
from them as this can limit the flow of conversation). Your interviewers are happy to repeat
and reframe questions if desired, let them know if this is the case.

You will have the opportunity to ask questions to your interviewers at the end of the
interview. Hiring Managers endeavour to inform you of the outcome of the interview as soon
as possible. This will usually be via email.


http://www.ebeemployment.org.uk/
https://www.ebeemployment.org.uk/ebe

Interview Tips for Candidates

Candidates may wish to use the STAR method fto help frame answers to some interview
questions. The STAR method is an interview technique that gives you a straightforward format
you can use to tell a story by laying out the Situation, Task, Action, and Resulf:

e Situation: Set the scene and give the necessary details of your example.
e Task: Describe what your responsibility was in that situation.

e Action: Explain exactly what steps you took to address it.

¢ Result: Share what outcomes your actions achieved.

Using this method will help candidates provide a focused answer to questions that ask for a
real-life example. These questions might start with:

e 'Tell me about a time when...
e 'What do you do when..

e 'Have you ever...

e 'Give me an example of..

e 'Describe a situation...
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Why work at Breaking Barriers?

e We’re committed to creating a positive and collaborative working culture with regular
team meetings and socials.

e We encourage flexible working to achieve a good work/life balance.
We offer optional hybrid working (20%-40% from the office and 60%- ‘
80% from home) and flexi-time (working your hours flexibly between +
7:30am and 7pm, meeting core hours of 10am-12pm and 2pm-4pm)
and compressed working (working 10 days in 9 longer days, with the I
10™ day off).
e There are regular opportunities for training and development with our corporate partners

and external trainers, as well as a mentoring scheme and the opportunity to access
apprenticeships.

e We celebrate the diversity of our team and have a Diversity, Equity and Inclusion Working
Group that work with senior leadership to deliver training, agree priorities and hold
regular forums.

e You can access the Cycle to Work scheme - enabling you to buy a bike \ﬂ_,—_Lr
for your commute tax-free and in instalments. - - L

e Everyone gets 25 days annual leave, plus bank holidays. Annual Leave %
increases one day every full year of service up to 30 days, and the
office is closed every year between 25 December and 1 January.

e We also offer generous special leave and family leave policies.

e You can take a Wellbeing Day every 12 months.

e You can swap up to three bank holidays per year, for an alternative day
off.

e You can access our employee engagement hub offering discounts, a
recognition wall and wellbeing centre.

e You can access our 24/7 employee assistance programme, which
includes 8 online, telephone or face to face counselling sessions per
year for you and your partner.

e We have a team of Mental Health First Aiders and Responders to support staff wellbeing.

e Breaking Barriers has won a number of prestigious awards including the Lord Mayor's
Inclusive Employment Award, a National Fundraising Social Purpose Award and the
esteemed Queen’s Award for Enterprise for “Promoting Opportunity through Social
Mobility”.

e Flexible working spaces including breakout rooms and collaboration spaces.

e« Some of our offices have a multi-faith room, where we don’t we will endeavour to source a
private space for you.

e Shared kitchen facilities with free tea and coffee.
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What does our work mean to our clients?

Kemi,
Breaking
Barriers client
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Diversity and inclusion at Breaking Barriers

Breaking Barriers is committed to promoting diversity and inclusion regardless of age,
disability, gender reassignment, sex, sexual orientation, marriage and civil partnership
status, pregnancy and maternity status, race, religion, or belief.

We aim for our workforce to be truly
representative of all sections of
society and our clients. We celebrate
diversity within our workforce and
are committed to creating a working
environment free of bullying,
harassment, victimisation, and
unlawful discrimination, promoting
dignity and respect for all, and
where individual differences and the
contributions of all staff are
recognised and valued.

We belong to the Experts by Experience Employment Initiative,
which advocates and supports organisations to employ more people 3 E;’l)-:il;::rience
from a refugee background. With this in mind, we particularly welcome Employment Initiative
applicants with experience of seeking asylum and/or a refugee

background.

As a member of the Disability Confident Scheme, we are committed to A2 disabili
offering an accessible recruitment process and guarantee an interview to | B confident
all disabled applicants who meet the minimum criteria for the role. | EMPLOYER ——

Accessibility of our offices
Our offices have full disabled access on all floors.
e WeWork Office (London): At the main entrance you can use the free access lift and
then the main passenger lifts to all the floors. There is one disabled toilet per floor.

e Landmark Office (Birmingham): This building is designed as three specific cores
served by a core staircase in each core - on each floor within each of these cores is the
provision of male, female, unisex and accessible toilet facilities, with accessible
passenger lifts to each floor.

e Landmark Office (Manchester): This building offers level access to the main entrance,
wheelchair accessible lifts to all levels, accessible toilets in each lift lobby and disabled
refuges, with two way communication, to each level.

We are open to flexible working arrangements and alternative working patterns.

If you require this recruitment pack in another format, please email: enquiries@breaking-
barriers.co.uk

For an informal discussion about the role, please contact Dani Meier (HR Manager) on
07442581708 or d.meier@breaking-barriers.co.uk.
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