
 
Outreach Coordinator 

West London Welcome 
 
 
Location: Hammersmith and Fulham, London  
 

Accountable to: West London Welcome Director and Deputy Director  
 

Hours:  24 hours per week (three days per week) 
 

Salary: £17,100 pro rata (FTE £28,500 per annum) 
 

Length of contract: Six month contract, with a potential extension.  
 
Holidays: Two weeks 
 

Main purpose of role: The Outreach Coordinator will coordinate and perform our COVID 
pandemic-related outreach work within Hammersmith and Fulham. Through this outreach work 
we aim to extend our reach and support many more people that we are able to currently. This 
outreach work will be hands-on and take place out in the community (not desk-based), focusing 
on supporting a large number of newly-arrived asylum-seeking families and individuals placed 
in local hotels by the Home Office, who need a considerable amount of support finding legal aid 
solicitors, food, clothing, schools and GPs. Post-pandemic this role could extend to include 
coordinating outings, enrichment activities, and signposting members to groups, clubs, 
education and work opportunities and other creative projects that are offered to West London 
Welcome members. 
 

 

 

 

Job Description 
 

Duties 

• To coordinate West London Welcome’s outreach support for asylum-seeking people 
living in five hotels within Hammersmith and Fulham over a six month period. 
 



• Listen to the needs of asylum seekers in hotels as they arise and respond quickly to 
these.  
 

• Equip and empower asylum seekers to understand their rights and entitlements while 
living in temporary hotel accommodation in London, from food and healthcare to access 
to legal aid, childcare and education. 
 

• Outreach support may include, but not be limited to: 
o Supporting asylum seekers to access fresh, nutritious food that they are not 

being given at their hotels; 
o Helping people access clothing and toiletries, primarily through our newly-

opened clothesbank ‘Shop’ in Hammersmith that we have partnered with 
Care4Calais to open; 

o Supporting people to be registered for GPs, by referring them to our advice team 
or working in collaboration with other local charities; 

o Supporting people to access their right to legal support by helping them find 
legal aid immigration solicitors; 

o Supporting families to enroll children at local schools and nurseries; 
o Working with Children’s Services at the council and other relevant council 

departments; 
o Involving the community to support their local hotel, including local faith groups, 

schools, local government (e.g. councillors), and mutual aid groups; 
o Finding vulnerable families and women who aren’t receiving any help and 

referring them to Children’s Services and safeguarding team at the council; 
o Supporting asylum seekers to meet their other essential needs. 

 

• Work with the Director, Deputy Director, advice team and other local organisations to 
raise concerns and help overcome challenges facing asylum seekers in hotels as they 
arise. 

 

• Help build positive, collaborative relationships with other local organisations supporting 
refugees, asylum seekers and migrants. 
 

• Adhere to West London Welcome’s Coronavirus risk assessments to ensure risk of 
catching or spreading Coronavirus is mitigated as much as possible. 

 

• Perform other duties. West London Welcome is a small organisation operating in a 
challenging environment during the pandemic. Other duties may fall within the scope of 
this role from time to time.  
 

 

 

 

 

 

 

 

 



 

 

 

 

 

Person Specification 
 

 
Experience 

• Essential: Experience of directly supporting marginalised communities - ideally refugee, 
asylum seeking or migrant communities  

• Essential: Experience of successfully building relationships with a range of stakeholder 
groups 

• Essential: Demonstrable commitment to migrant justice, anti-racism and equal 
opportunities for all  

• Preferred: Lived experience of refuge or migration 
 
Skills 

• Essential: Ability to build collaborative relationships with a wide range of people from 
diverse backgrounds, quickly establishing high levels of trust  

• Essential: Excellent communication skills, including the ability to negotiate  
• Essential: Ability to work flexibly and adapt easily to quickly-changing and challenging 

situations 
• Essential: Understanding of safeguarding and Equality and Diversity, and ability to 

challenge discriminatory behaviour  
• Preferred: Able to speak a language other than English that is widely spoken by refugee 

and asylum seeking communities in London, such as Arabic, Farsi, Tigrinya, Amharic, or 
Spanish 

 
Personal attributes 

• Essential: Energetic, compassionate and empathetic  
• Essential: Ability to work quickly and efficiently 
• Essential: Be an excellent, confident, friendly, and fluid communicator, with the ability 

to connect quickly with people with ease 
• Essential: Understanding of working within professional boundaries  
• Preferred: We would ideally like the post-holder to live within Hammersmith and 

Fulham or a nearby borough, in order to easily perform local outreach work. 
 

 
We are passionate about ensuring West London Welcome’s staff reflect the communities we 

support. We are taking positive action to address an under-representation of lived-
experience of refuge or migration,  or people from Black and Minority Ethnic (BAME) 

backgrounds, within our current staff team. We will prioritise applications from applicants 
with lived-experience of refuge and migration and from BAME backgrounds, if they meet the 

minimum essential criteria for this role. 
 



West London Welcome are committed to safeguarding and promoting the welfare of 
children, young people and vulnerable adults. A Disclosure and Barring Service (DBS) check 

will be carried out on preferred candidates. 


