
 

VOLUNTEER TASK DESCRIPTION 
Independent Living Advice Volunteer 

 

Location:  Wakefield 

Time commitment: Every other Monday, 10am – 1pm with variable additional hours for outreach.  

Minimum commitment of 6 months is required. 

Responsible to: Volunteer Coordinator & Independent Living Advisor  

Main role: Supporting an Independent Living Advisor with their clients at the drop-in, and supporting the 

clients with various outreach appointments.  

 

The Refugee Council is one of the leading organisations in the UK working with refugees and people seeking asylum. We 

not only give help and support, but also work with clients to ensure their needs and concerns are voiced and addressed. 

Volunteers are a key part of many of the services that support our clients and work alongside paid staff across the 

organisation.  

 

About the Resettlement Team 

The UK government has committed itself to a Vulnerable Persons Relocation Scheme (VPRS) and the Vulnerable 

Children’s Resettlement Programme (VCRS) whereby people fleeing persecution from Syria and other regions are selected 

and processed in the region of origin and brought to the UK with their status already determined. Under these schemes a 

specific quota of refugees will be coming to the UK for resettlement. The Resettlement Team in Yorkshire and 

Humberside provides advice and support for resettled refugees to help them access services and mainstream provision, 

and establish community links. Working closely with local stakeholders and in partnership with other voluntary sector 

agencies running similar services across the UK, the Refugee Council resettlement team promotes both the integration 

and independence of this group. The Independent Living Advice Service is provided to resettled refugees that have 

concluded their first intensive 12 months support from Refugee Council, and so the focus is heavily on increasing the 

independence of the clients. 

 

The Volunteer Role 

Volunteers will have the opportunity to support the Resettlement Team by carrying out a variety of tasks for the 

Independent Living Advisor and their clients who have been in the UK for between 1 and 5 years. This support include 

meeting with clients at the drop-in (a session where clients meet with their Independent Living Advisor to discuss any 

issues they have had, or letters they have received), and helping clients attend outreach sessions without the 

Independent Living Advisor. 

 

Specifically, the volunteer role includes: 

 Attending the drop-in: Shadowing the Independent Living Advisor during drop in sessions while abiding to our 

confidentiality policy and boundaries. Tasks may include taking notes during sessions or making phone calls and 
filling forms under the supervision of Independent Living Advisor.  

 Administrative tasks: Supporting project workers with data entry and IT related tasks, including updating our 

client database system. Gathering and collating information about services for clients; filling forms under the 
supervision of the project workers. This will depend on the skills and experience of the volunteer.  

 Liaising with other agencies: Contacting other services to book appointments or raise issues related to our 

clients. This task would be strictly under the supervision of Independent Living Advisor and would depend on the 
experience of the volunteer.  

 

 Outreach activities: On some occasions, volunteers will be asked to accompany clients to appointments under 
the instructions of Independent Living Advisor. Responsibilities would include journey planning and showing 

clients how to use the bus system and find places independently. The Independent Living Advisor will not attend 

these sessions, and so the volunteer will be the sole person of support at the session, but can still access support 
from staff over the phone. 

 



 

Useful Skills and Experience: 

 Experience with IT, including Microsoft Word and databases. 

 Good command of spoken and written English. 

 Excellent listening skills and the ability to empathise as well as establish boundaries to avoid emotional over-

involvement 

 Experience working with low level English speakers. 

 Understanding of the difficulties faced by newly arrived refugees, including language and the ability to adapt 

service delivery to address this need.  

 Sensitivity to working in a multi-cultural organisation and the ability to work with colleagues from other cultures. 

 Excellent listening skills and the ability to empathise as well as establish boundaries to avoid emotional over-

involvement.  

 A commitment to the Refugee Council mission and values. 

 

This role is subject to a satisfactory Disclosure and Barring Service check. Repeat checks are initiated 

every two years. 

 

 

Skills and Experience to be Gained from the Role: 

 Experience working with refugees: Volunteers will support refugees at the drop-in, under the guidance of the 

Independent Living Advisor, and through outreach appointments which will be undertaken without the 

Independent Living Advisor. 

 IT skills: If their skills and experience allows, volunteers could be trained in relevant computer programmes and 

so will be able to use the client database/Microsoft Word to type up client notes. 

 Experience liaising with other agencies: Through making contact with other organisations – both at the drop-in 

and face-to-face when performing outreach – the volunteer will gain experience working with external 

organisations and agencies.  

 

How We Support Our Volunteers 

Volunteers are valued members of our teams and we provide them with support and development opportunities. 

Volunteers will receive regular planned support sessions with their supervisors. 

 

Refugee Council allows volunteers to attend our professional training courses when possible, free of charge. Training will 

be discussed with you during support sessions with your supervisor. 

If required, volunteers will be given IT access and a Refugee Council email address whilst volunteering on this project.  

Through sponsorship from the Marsh Trust, Refugee Council also provides volunteers with the opportunity to design and 

set-up a new service for new clients. There will be an opportunity to discuss this with your supervisor.  

Volunteer roles are unpaid, but we can reimburse volunteers for lunch and travel costs. (Unfortunately our limited budget 

only allows for local travelling costs.)  

 

Unanswered Questions? 

For more information contact Fleur Gribble on 0113 386 2219 

Email: fleur.gribble@refugeecouncil.org.uk 

 

 

 

 

 

 

 

 



ADDITIONAL INFORMATION 

 

Health & Safety 

 

The volunteer is responsible for: 

 

Cooperating with the Refugee Council in delivering all legal responsibilities in respect of your own and your colleagues, 

volunteers, clients and others health and safety whilst at work. 

 

Becoming familiar with the Refugee Council’s Health & Safety Policy and procedures including evacuation procedures at 

your workplace. 

 

Carrying out risk assessments of your own work and especially of your own workstation to ensure that you do not expose 

yourself or others to unnecessary risk. 

 

Equal Opportunities Statement  

 

As part of its recruitment policy, the Refugee Council intends to ensure that no prospective or actual employee or 

volunteer is discriminated against on the basis of sex, race, nationality, marital status, sexual orientation, employment 

status, class, disability, age, religious belief or political persuasion, or is disadvantaged by any condition or requirement 

which is not demonstrably justifiable. 


