
Jacari Senior Coordinator - Oxford

Pay: £26,000 (pro rata if part time)
Hours: Either 0.8 FTE (4 days/week) or full-time, depending on candidate preference
Holiday: 27 days pro rata, plus bank holidays
Location: Old Music Hall, 106-108 Cowley Road, Oxford, OX4 1JE and home based (either a
mixture of home and o�ce working; OR full time in the o�ce, is possible depending on candidate
preference)
Contract Length: 12 months
Interviews: Thursday 16th December (via Zoom)
Start Date: Tuesday 4th January, or ASAP thereafter.

Overview

Jacari is looking for a resourceful, motivated individual to take on the co-leadership of the charity
from January 2022. This position is a unique chance to co-manage all aspects of the organisation
and is an excellent opportunity for anyone interested in furthering their experience of working in
the voluntary sector, or in a position of leadership and operational management. This position is
on a one-year contract with possibility for extension depending on performance, organisational
fit, and funding.

Jacari provides free, 1:1 tutoring for disadvantaged migrant, asylum-seeking, and refugee
children who speak English as an additional language and are currently living in Oxford.
Volunteers, primarily students from the University of Oxford and Oxford Brookes University, visit
children in their family homes or deliver remote tuition for an hour per week to help improve
pupils’ English proficiency and overall confidence. The 100 children we work with have been
referred to us by teachers at our 11 partner schools due to their need for additional academic
support. Jacari also has a branch in Bristol, and the charity is led by the Senior Coordinators in
each city working together in partnership.

Job Description

The Senior Coordinator supports the Assistant Coordinator with various aspects of the volunteer
management and school liaison process in Oxford, as well as taking responsibility for distinct
areas of the leadership of the charity, namely fundraising, finance and operations. S/he will:

● Liaise with teachers at four of our local partner schools to receive pupil referrals and
monitor pupils’ progress

● Manage a cohort of volunteers (approx. 60) and support them in their induction, training
and tutoring



● Line manage the Assistant Coordinator, who is primarily responsible for recruiting and
inducting volunteers, managing the student committee, organising training for new
volunteers, and liaising with school partners.

● Support the Assistant Coordinator and student committee to organise a number of events
each year for children, volunteers and families to attend together, alongside a programme
of events and workshops for volunteers and alumni to attend

● Manage and ensure the success of Jacari’s fundraising strategy; which includes the line
management of our part time Fundraising and Supporter Engagement O�cer.

● Oversee the setting of Jacari’s annual budget, and undertake regular and detailed
financial record-keeping, using Liberty Accounts and Google Sheets.

● Support the FInance trustee with running Payroll where required; claim gift aid and liaise
with HMRC when necessary

● Represent Jacari in local and national charitable sector forums, and in the media (radio,
TV, newspapers) when required

● Proactively forge and maintain links with potential donors, supporters, local businesses
and other local community organisations whom we work in partnership with

● Other responsibilities include: serving as one of the charity's two Designated Safeguarding
Leads (training is provided); reporting to Jacari's Board of Trustees; writing organisational
policies and procedures; and liaising with the two universities in Oxford. The Senior
Coordinator will be expected to show creativity and innovation in regard to developing
new ways of working in light of COVID-19, enabling Jacari to grow and thrive.

As the manager of our Oxford branch, the Senior Coordinator is vital to the operation of the
charity on all levels. Working from our central o�ce at the Old Music Hall, s/he will also work in
conjunction with the Senior Coordinator and Assistant Coordinator of our Bristol branch using
online tools such as Slack and Google Meet. Normal working hours are 9:30am-5:30pm on
weekdays with a half hour for lunch break, but some out of hours work (evenings and weekends)
may occasionally be required, with TOIL arrangements in place.

This is an outlined job description and should not be regarded as an inflexible specification.
Responsibilities will be reviewed periodically in line with service priorities, and duties may change,
or new duties be introduced after consultation with the post holder. As a term of your
employment you may be required to undertake other duties and/or hours of work as may
reasonably be required. Peer support for this role is provided by the other Senior Coordinator
(based in our Bristol o�ce), the Chair of Trustees, and a nominated trustee who will support you
with regular check-ins. An active Trustee Board is in place for further consultation and assistance.
The central o�ce space at the Old Music Hall also houses other employees of local charities and
social enterprises.

Person Specification

Experience

Essential:
●Experience of project management and/or positions of leadership
●Voluntary experience, or experience working in the voluntary sector
●Experience of recruiting and managing volunteers
●Experience of managing a budget and financial record keeping



●Experience of fundraising

Desirable:
●Experience of working with, enthusing and engaging university students
●Line management experience
●Experience of building good relationships with key stakeholders such as schools, local

authorities, voluntary sector organisations, and other relevant bodies
●Experience of child safeguarding procedures and/or serving as a Designated

Safeguarding Lead (full training will be provided)
●Experience of writing organisational policies and procedures
●Experience of organising and managing events
●Experience of teaching, particularly English as an Additional Language

Qualifications

Essential:
●Education to degree level or equivalent

Skills

Essential:
●Able to prioritise a varied workload and work under pressure
●Highly organised with excellent attention to detail
●A self-starter who is pro-active and happy working independently as well as part of a

team
●A supportive and e�ective manager of sta� and volunteers
●Confident and friendly with good presentation skills and able to portray a positive and

professional image as the public face of Jacari
●Excellent written and verbal communication skills
●Excellent interpersonal skills and ability to communicate with a wide range of people
●Strong problem-solving skills
●Ability to think creatively and innovatively
●A good working knowledge of Google Suite
● Good numeracy and financial literacy

Desirable:
●Experience using Salesforce or other CRM systems

Knowledge

Essential:
●Understanding of the issues and challenges facing BIPOC children and young people, and

young people with English as an additional language (EAL)
●Familiarity with EAL community, as well as enthusiasm about helping Jacari support them

Desirable:

●Understanding of educational issues and the pressures on the education system/schools
●Understanding of University of Oxford/Oxford Brookes University’s student structures and



activities
●Understanding of issues faced by Oxford-specific migrant communities and knowledge of

the city
●Knowledge of TEAL (Teaching English as an Additional Language) techniques
●Understanding of the voluntary sector and its priorities

TO APPLY, please fill out the application form here by 11pm on Sunday 12th December.

Please direct any questions about the role to the current Senior Coordinator on freya@jacari.org.

Jacari is an equal opportunity employer, and actively encourages applications from those in
black and minority ethnic and EAL communities.

https://forms.gle/22JTNywRsNndcTEW6
mailto:freya@jacari.org

