Volunteering with Leicester City of Sanctuary
Hosting Team 

· Project Co-ordinator
Leicester City of Sanctuary is seeking volunteers to help destitute asylum seekers and refugees find temporary accommodation and a period of stability
The Hosting Team comprises: 2 Project Co-ordinators and Placement Supporters
Responsible to: Leicester City of Sanctuary Co-ordinator
Hours: 3-4 per week
Place of work: in the City of Sanctuary office or at home
Role Description

· Be the point-of-contact for enquiries regarding the Hosting project
· Take ‘host’ offers and arrange home visits 
· Take ‘guest’ referrals and arrange assessments 
· Follow procedures for acceptance into the project for hosts and guests
· Allocate Placement Supporter volunteer to each placement 
· Arrange pre-placement visits
· Provide support for Placement Supporter volunteers
· Keep records relating to: hosts – availability, placement start / finish dates etc.

· Keep records relating to guests – placement start / finish dates, waiting list details etc. 
· Produce a brief monthly report and attend monthly meetings with the LCofS Co-ordinator and the Placement Supporter volunteers 
· As required produce reports detailing e.g. the number of placement days received and the number of asylum seekers assisted, during a specific period as supporting evidence for funding applications

Requirements

· Good communication skills – both verbal and written

· Good record keeping and attention to detail



PTO
· Experience of writing reports
· Experience of spreadsheets and email   
Contact details

· Gill Buttery, Leicester City of Sanctuary Co-ordinator
· 0116 2616222 / 07716 073403 / Leicester@cityofsanctuary.org 
