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The Baobab Centre for Young Survivors in Exile 
Job Description  

 
Job Title:   Office Co-ordinator  
Hours of work:  16 hours a week (days negotiable with possibility of phasing over 4 days 

during office hours) 
Accountable to: Operations Manager 
Salary:   £25,000 per annum pro rata (35 FTE) 
 
Background: 
The Baobab Centre for Young Survivors in Exile is a unique and innovative human rights organisation 
for child, adolescent and young adult asylum seekers and refugees.   We run as a non-residential 
therapeutic community with a holistic and integrated approach, providing individual and group 
psychotherapy, English classes, various arts and sports based activities, music workshops and 
practical support, advice and advocacy in relation to benefits, housing, care, healthcare and 
education.  All our young members have suffered organised or interpersonal violence.  The majority 
have arrived in the UK alone.  We aim to create a supportive and containing community setting in 
which they can find their own voice, regain trust in others, build their resilience, recover hope and 
actively rebuild their lives. 
 
Purpose of the Role:  
The purpose of the role is to provide general administrative support across the organisation.  This 
will include facilitating the work of Baobab’s staff and volunteer team by organising clinical and 
casework sessions and multi-disciplinary meetings with their support networks as well as 
undertaking some fundraising and general administrative and communications tasks.  The post-
holder is part of our multi-professional team and the expectation is that s/he will participate fully in 
the life of the Baobab community. The post-holder will be line managed by the Operations 
Manager.   
 
Responsibilities: 
 
Volunteer Co-ordination: 
 

 To process volunteer-related correspondence, including administering volunteer applications, 
liaising with candidates and staff and facilitating interviews with the Operations Manager and 
the Director. 
 

 To co-ordinate and administer Disclosure and Barring Service and follow up volunteer 
references. 
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 To compile and send out welcome packs and work in conjunction with the Director and 
Operations Manager to co-ordinate volunteer inductions. 
 
General Administration: 
 

 To greet and welcome the young people and visitors to the Baobab Centre. 
 

 To undertake general administrative duties such as answering telephone calls, covering 
reception, maintaining stationery stock. 

 

 To assist the volunteers and staff in arranging appointments with the young people, booking 
interpreters, as required and communicating with the young people to remind them of 
appointment times. 

 

 To assist the Director in organising supervision for members of the team. 
 

 To oversee and clearly communicate to all staff and volunteers room allocations and timetabling 
across the various activities of the organisation. 
 

 To co-ordinate with volunteers, staff and external agencies in organising multi-disciplinary 
meetings. 

 

 To organise paperwork and communications for meetings and to take minutes at meetings, as 
required.   

 

 To provide administrative assistance in the maintenance of various manual and computerised 
beneficiary records/data.   

 

 To provide general administrative support to the volunteers including opening mail, filing, file 
management, typing up general correspondence, photocopying, as required. 

 
External Communications: 
 

 To assist in facilitating the general communication with the volunteers to ensure that they are 
kept up-to-date with events and activities taking place, including assisting in the production of 
the quarterly internal newsletter.  

 

 To assist with keeping the website up to date, proofreading and updating content as requested 
by the Director and Operations Manager. 

 

 To take face-to-face, telephone and voicemail messages from a wide range of people (referrers, 
staff, the young people and potential community members), and to accurately transmit these 
messages. 

 
Financial Administration and Governance: 
 

 To reimburse the young people’s travel fares. 
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 To undertake occasional financial administrative under the supervision of the Operations 
Manager. 

 

 To monitor fixed assets and maintain asset logs 
 

 In conjunction with the Operations Manager, to monitor implementation of and compliance 
with Baobab’s data protection security guidelines. 

 
General Community Based Activities: 
 

 To participate as a member of the Baobab Community attending  fortnightly staff meetings, the 
regular six weekly Saturday community meetings and, from time to time, other out of hours 
community events as required (time off in lieu will be awarded).   
 

 From time to time to undertaking any other tasks as required that are commensurate with the 
post. 

 
Person Specification  
 
A)  Education and Experience 
 
1. Educated to BA/ BSc level or equivalent with a GCSE or equivalent in English and Maths. 

 
2. At least two years’ recent experience of working or volunteering in the voluntary sector in a 

busy office environment. 
 

3. Experience of working with children, adolescents and young adults. 
 

4. Experience of working with a wide range of people for whom English is not their first 
language. 
 

5. Advanced computer literacy including a range of computer packages including Word, Excel, 
PowerPoint, data bases and ability to use internet for research. 
 

6. Knowledge of data protection and confidentiality issues. 
 

7. Knowledge of what is required when working with vulnerable young people with mental 
health problems and the range of treatments available. 
 

B)  Skills and Attributes 
 
8. Ability to maintain office filing and administrative systems accurately and methodically. 

 
9. Ability to communicate clearly, calmly and assertively both verbally and in writing with a 

variety of agencies and to negotiate on behalf of our young community members and our 
specialist organisation when different opinions are held. 
 

10. Ability to build relationships, relate to and communicate with vulnerable young people 
 

11. Ability to communicate calmly and assertively with young people when they are frustrated, 
anxious or agitated. 
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12. Ability to think creatively and to grasp new concepts quickly. 
 

13. A strong capacity for self-organisation and an ability to multitask and handle multiple 
demands.  
 

14. Ability to work to deadlines and manage competing priorities. 
 

15. Resilience to cope with the upsetting nature of the work including sometimes dealing with 
levels of distress among some of the young people who attend.  
 

16. Proven abilities for self-reflection and sharing, and the capacity to make use of supervision 
and when necessary to seek help from colleagues. 
 

17. Ability to work within a multidisciplinary team composed of clinicians, administrators and 
caseworkers, working closely together and supporting each other to enable the 
development of young survivors of human rights abuses with mental health problems and 
emotional difficulties. 

 
C)  Commitment and Flexibility 
 
18. Able to work flexibly as part of a small team. Prepared to work some irregular hours, 

including evenings and weekends. 
 

19. A strong commitment to human rights  
 

20. A commitment to developing our multi-cultural and diverse service. 
 

21. A flexible and proactive approach to work. 
 

22. Enthusiasm, openness and passion for supporting and developing the Baobab Centre’s 
holistic, integrated, therapeutic community approach and multi-disciplinary work with young 
people with mental health problems. 

 
 
 

 
 
 

 


