Indoamerican Refugee & Migrant Organisation
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London SW9 7JP
Tel: 020 77339977
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Job Title: Senior Programmes Manager
Accountable to: IRMO’s Director
Hours of Work: 30 hours per week
Salary: £27,300 (pro rata)
ABOUT IRMO
IRMO is a community-led organisation that provides Latin Americans with tools
and information in an empowering process to build fulfilled, independent and
integrated lives in the UK using a rights-based approach. We do this through a
flexible and comprehensive approach addressing a wide range of needs at a
number of levels. Our work spans three main ‘pillars’: Education, training and
employment; Advice and case-work; and Wellbeing. We also have a
crosscutting pillar, which is campaigning for the rights of all migrant
communities. Building on over three decades’ experience, we aim to build a
stronger and more resilient community.
PURPOSE OF POST
This is an exciting opportunity to join our growing organisation and lead our
projects and services to support Latin American migrants in the UK. This is a
varied, fast-paced and complex position with a high level of responsibility. You
will play an integral role in the smooth running of the organisation and the
delivery of high quality services to our users. The post holder will be
responsible for day-to-day operations and facilities management, people
management, external stakeholder engagement, general administration,
finance and reporting to funders.
The post holder will work closely with the Director to support and implement
the strategic development of the organisation. This is likely to include by
feeding into the business plan, supporting on papers and reports for the
Management Committee, developing or updating policies, designing improved
processes and procedures, and ensuring quality standards are adhered to. This
appointment is funded for 12 months. It is likely that the position will be
extended, but this is dependent on future funding.
MAIN TASKS AND RESPONSIBILITIES
Programme Management
• Ensure that IRMO’s projects and services are delivered effectively,
efficiently and to a high quality, and that they respond to changing needs.
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Ensure targets are being met and put plans in place to resolve issues.
Periodically undertake critical analysis of people and project performance,
giving constructive feedback and recommending improvements.
Provide support to and motivate Project Managers to manage and
successfully deliver their projects and services.
Lead on developing and implementing quality assurance systems.
Be the first point of contact for funders and other key stakeholders with
regards to monitoring, reporting and discussing/negotiating any changes.
Ensure lessons learned are captured and referenced when starting projects.
Ensure project start up (planning, timelines, monitoring frameworks and
tools) and close (evaluation, lessons learned), activities are undertaken.

Monitoring and evaluation
• Improve existing data-collection methods and analysis to focus on social
impact and outcomes in line with IRMO’s Theory of Change.
• Support Project Managers to develop high quality reports to funders.
• Collate statistics as required for use in reports and applications.
• Establish mechanisms for listening to and responding to the views of
beneficiaries on the quality of the organisation’s services.
Organisational management and development
• Deputise for the Director as and when required.
• Contribute to short and long-term organisational planning and strategy.
• Feed into and support on fundraising grant applications.
• Use your knowledge of managing projects to feed into wider discussions
about IRMO’s services and projects and how to improve our work.
Operations and facilities management
• Manage IRMO’s facilities, resources and assets (including organising repairs
and maintenance; creating/updating asset registers, overseeing orders).
Finance and budgeting
• Responsible for the day-to-day finances of the organisation, including
bookkeeping, payroll and pension, and payments to suppliers.
• Assist the Director in creating project and annual organisational budgets.
• Develop, manage and monitor the operations and facilities budget
(including for phone and stationery) ensuring best value in expenditure.
• Ensure progress reports are accurate and submitted to funders on time.
Staff and Volunteer Management
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Provide line management and supervision for ~7 member of staff, including
performance appraisals in line with IRMO’s policies and procedures.
Ensure the team has skills and knowledge to deliver excellent services.
Support staff to provide high quality supervision to volunteers.
Devise and implement strategies for improving communications internally.
Maintain staff records including leave, expenses, supervision and training.
Periodically review and update the staff handbook.
Ensure that IRMO fulfils all obligations to be a good employer and meets
the standards of employment law and health safety regulation, and to
operate the highest standards with regard to equal opportunities.
Motivate staff and promote well-being within the team.

Networking and relationship building
• Represent IRMO in relevant networks and forums.
• Nurture existing strategic relationships with partners and other
stakeholders, to build the profile of IRMO.
• Ensure that communication channels with users are regularly updated.
Risk Management and compliance
• Ensure the implementation, and support the review, of all policies.
• Act as a Designated Safeguarding Lead (DSL) for the organisation.
• Oversee organisational insurance policies, including managing renewals.
• Ensure fulfilling of regulatory compliance with AQS, OISC, GDPR, Charity
Commission and Companies House.
Other responsibilities and requirements
• Undertake other tasks necessary to pursue IRMO’s aims and objectives.
• Be available to occasionally work outside normal office hours as required.
• Attend staff meetings and other meetings to review and plan work.
• Attend supervision with line manager and complete an annual appraisal.
PERSON SPECIFICATION
Skills and abilities
• Excellent verbal and written communication skills in English and Spanish.
Speaking Portuguese is desirable.
• Strong interpersonal and negotiating skills. Multitasking and organization
skills; capable of meeting deadlines and working under pressure.
• Excellent leadership and team working skills.
• Strong skills in finance and budget management.
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High level of accuracy and attention to detail.
Ability to work creatively, problem solve and settle difficult contractual
issues whilst maintaining excellent working relationships.

Experience
• Minimum two years’ experience in a managerial position.
• Working in the voluntary sector and in particular with migrants or refugees.
• Supervising, managing and motivating staff and volunteers.
• Working with different evaluation and monitoring tools.
• Managing grants and writing reports to funders.
Knowledge
• Educated to degree level or equivalent experience.
• Knowledge of the UK not for profit sector.
• Excellent understanding of issues facing migrants in the UK (particularly
the Latin American migrant community).
• Knowledge of organisational, strategic planning and management systems.
• Safeguarding children and vulnerable adults (qualification at level 3
desirable or willingness to undertake training).
Personal Qualities
• Flexibility; ability to think clearly and calmly under pressure.
• Self-motivated and resourceful.
• Professional, pragmatic and assertive.
• Excellent organisational skills.
• Ability to manage a big workload, set own priorities and take initiatives.
• Ability to work collaboratively and to delegate responsibilities effectively.
• Ability to motivate and inspire those around you.
• Willingness to go the extra mile to respond to project and beneficiary needs
• A commitment to IRMO's mission and vision.
HOW TO APPLY
To apply please send your application form (available from IRMO’s website) by
email to: recruitment@irmo.org.uk with the title of the position for which you
are applying in the subject line. Please do not send CVs as we do not shortlist
from CVs. The deadline for applications is midnight on Thursday 15th
March. Interviews will be held the week beginning 19th March. If you wish
to discuss your application, please contact lucia.vinzon@irmo.org.uk, Director.
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