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Job Description and Person Specification 

Senior Adviser for Migration and Refugee Policy  
Department for International Affairs
JOB TITLE: 


Senior Adviser for Migration and Refugee Policy 

RESPONSIBLE TO: 

Assistant General Secretary – International Affairs 

OVERALL ROLE PURPOSE:  

To provide guidance to the CBCEW regarding migration and refugee policy developments in the UK, EU and internationally; to ensure the provision of expert advice to the CBCEW on these matters; to be engaged in selective advocacy on behalf of the CBCEW; to manage Migration and Refugee activities including responsibility for operational decisions on pastoral care for migrants. 

The level of responsibility makes the position ideal for someone with experience and knowledge gained in a migration-related context, looking to broaden their skills and help shape and take forward the ‘mission of the Church to migrants.’

KEY TASKS AND RESPONSIBILITIES:
1. To brief the Bishops of the Department for International Affairs, and in particular the Bishop with responsibility for migration, ensuring that they are kept abreast of key developments in migration policy and its administration and to advise them on appropriate intervention in influencing UK and EU and international policy and legislative developments.

2. To brief the President and other members of the Bishops’ Conference on migration and refugee issues as requested; to give expert advice to Bishops on the handling of individual immigration cases referred to them, and where necessary on their behalf to consult legal representatives and government agencies/officials dealing with the cases.
3. To represent, advocate and lobby on behalf of the Bishops’ Conference, with appropriate government, parliamentary and local government departments and agencies on matters dealing with migration policy and practice.
4. To represent the Bishops’ Conference on regional and international forums within the Catholic Church such as the Pontifical Council for Migrants and Refugees, the International Catholic Migration Commission, COMECE and CCEE.

5. To represent the Bishops’ Conference on national, regional and international migration bodies such as the UNHCR, ECRE, Refugee Council and the All Party Parliamentary Group on Refugees as required
6. To liaise with and advise the CCN on media and public presentation of the Bishops’ Conference engagement with migration issues and as requested to raise the awareness within the Church on these issues through speaking and writing.

7. To monitor, and keep up to date with trends and causes of migration flows, including policy/legislative developments in the UK, the EU and internationally.
8. To supervise and support the Pastoral Officer and to work with all Church agencies and offices involved in the pastoral care of migrants. 

9. To be responsible for making proposals for yearly budgets, and managing the approved budget.
10. To liaise with ecumenical partner agencies and bodies engaged in similar work.
PERSON SPECIFICATION
Essential 

· A clear analytical mind with the ability to carry out research.

· Fluent spoken and written English; excellent oral and written communication skills.
· A sound knowledge and depth of experience in the key functions of policy and advocacy gained in a migration-related context or a closely related public policy field.

· A familiarity with the teachings of the Catholic Church and its structures, with a good grasp of the Church’s Social Teaching and its relevance to international relations.
· The ability to work well under pressure and mediate between different views, manage competing priorities and work co-operatively with all Departments and Agencies of the Bishops’ Conference.
· The ability to think and plan strategically and to manage change and sustained growth.
· The stature and experience to be able to represent the Bishops’ Conference in dealings with politicians, state bodies and at all levels of policy making.
· Excellent social, practical and organisational (interpersonal and networking) skills; the ability to lead others to achieve agreed objectives successfully.
· Management and  administrative experience, manage a budget, individuals and process

· A good working knowledge of IT and its applications.
· A willingness to travel.
Desirable

· A good working knowledge of at least one other European language.
· An understanding of how EU institutions work, particularly with regard to policy-making and legislative processes.

TERMS AND CONDITIONS

· The employer is the Catholic Bishops’ Conference of England and Wales – the Catholic Trust for England & Wales (CaTEW) is a registered charity No 1097482.

· The salary will be £35,929 per annum. Salaries are reviewed annually.

· Place of work would be 39 Eccleston Square, London SW1V 1BX.

· There is a Catholic Trust for England & Wales (CaTEW) pension scheme. This is a personal pension plan. CaTEW will match contributions up to a maximum of 6% of salary. There is a death in service which is three times basic salary.
· Annual holiday is 25 days (5 of which are to be taken over the Christmas holiday) plus public holidays.
· Expenses and subsistence allowances are in accordance with current CaTEW scales which follow Inland Revenue no liability guidelines.
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