North
.Ah Northamptonshire
e Council
Job Description and Person Specification

Job details

Job title: Resettlement Administrator

Grade: NNBANDO2

Reports to: Refugee Resettlement Programme Manager
Responsible for: N/A

Directorate and Service area:

Adults, Communities & Wellbeing; Housing & Communities; Communities & Wellbeing

Purpose of the job

1. To provide effective administration support to the refugee resettlement programme across North
Northamptonshire.
Providing day-to-day administration services for the refugee programmes.

Delivery of an effective and appropriate service to all customers, fairly and without discrimination.

Principal responsibilities
1. Responsible for the administration relating to the North Northamptonshire Council’s refugee and
resettlement programme.

2. To maintain accurate customer records of support provision ensuring effective communication
across all related teams and external partners.

To input/retrieve data on computer records of service requests, enquiries and actions.

4. Assist the Refugee Resettlement Programme Manager and Head of Stronger Communities with
routine administrative and operational tasks, including record keeping and liaison with guests and
sponsors.

Assist with the preparation of documents and other administration related tasks.

6. To maintain filing systems (both computerised and manual) of documentation and technical
literature in a timely fashion.

To arrange meetings and take minutes of such meetings.

Collecting, interpreting, and reviewing information and producing reports relatedto the resettlement
programme.

General responsibilities applicable to all jobs

1. Demonstrate awareness/understanding of equal opportunities and other people’s behavioural,
physical, social and welfare needs.

2. Comply with the Council’s policies and procedures including (but not limited to) safeguarding,
financial regulations, promotion of equalities, customer care, agreed audit actions and health and
safety (ensuring that reasonable careis taken at all times for the health, safety and welfare of yourself
and other persons).

3. Carryout any other duties which fall within the broad spirit, scope, and purpose of this job description
and which are commensurate with the grade of the post.

This job description reflects the major tasks to be carried out by the post holder and identifies a level of
responsibility at which they will be required to work. In the interests of effective working, the major tasks



may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any
consequential changes will be carried out in consultation with the post holder.
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