
SOAS Detainee Support (SDS) Coordinator 

 

Job Title: SDS Coordinator (job-share) 

Salary: In accordance with London Living Wage (£9.75/hour) 

Positions available: Two  

Hours: 12/week + meeting time 

 

Job Description: 

The aim of your employment is to: 

● enhance the efficacy and smooth-running of SDS 
● work with group members to meet the overall aims and objectives of the organisation. 
● make the group’s activities more sustainable, cohesive and consistent; 
● provide holistic support both to people we visit in detention and those who make the               

visits. 
● strengthen the group’s impact in challenging the current immigration system in ways            

consistent with the group’s political ethos; 
  
The role includes the following practical elements, explained in further detail below: 

● Visiting Coordination 
● Administration 
● Board/process/organisational  duties 
● Wellbeing 
● Fundraising 
● Events 
● Sustainability 

 
SDS coordinators must have a commitment to ending all forms of Immigration Detention.  
  
Visiting Coordination 

Duties are subject to discussion between the coordinators, but may include the following             
elements. This role may be rotated between the paid coordinators on a monthly or other basis: 

● Paid coordinators are responsible for receiving calls on the SDS phone, which is often              
the first point of contact between SDS and detainees. This can often involve talking to               
people in distress.  

● Manage referrals from people detained, other supporting organisations, individuals and          
solicitors. 

● Assign visitors to people detained. 



● Assist visiting members with signposting for casework support and be an easily            
accessible point of contact for visitors. The coordinator is not required to undertake             
aspects of actual casework for other visitors except under exceptional circumstances           
when the coordinators might be required to either reassign the case to another visitor or               
deal with the case concerned personally. 

● Maintain a comprehensive and up-to-date database of all ongoing cases. 
● The coordinator is expected to have up-to-date knowledge about the UK and EU asylum              

and immigration system. 
● It is for the coordinators to decide if they will be visiting. 
● Supervise visitors with the aim of ensuring that visitors are behaving responsibly towards             

the person they are visiting. 
● Encourage non-visiting SDS members to continue to partake in other aspects of the             

group’s work.  
  
Administrative Duties 

All of these actions can be performed entirely or in part by other SDS members, but often fall 
into the coordinator's responsibility. 

● Ensure that members are provided with regular updates on relevant topics. 
● Ensure that new queries are dealt with quickly and that joining and training procedure is               

clear to new visitors. 
● Maintain and update the online resources drive. 
● Writing the agenda and circulating it prior to meetings to encourage other SDS to attend.  

  

Board/Process/Organisational Duties 
  

● Ensure at least one SDS member is at each Board of Advisors’ meeting, and ensure that                
directors are kept up-to-date with quarterly summaries of SDS’ activities. 

● Help organise the Annual General Meeting in April of each year, presenting SDS             
members with the activities of the group and potential Board members for election. 

● Maintain working relationships with other organisations to the extent that it is conducive             
to the furtherance of the SDS Mission Statement. 

  
Well-being 

Duties are subject to discussion between the coordinators and the group, but may include: 

● Ensure that the monthly Peer Support sessions and counselling sessions are well            
advertised and properly organised. 

● Partner new visitors either with another new visitor or with a more experienced member              
of SDS. 



Fundraising 

You will work alongside the non-paid Treasurer and other members to fundraise for SDS. There               
is an emphasis on writing grant-applications for future developments within SDS. Duties are             
subject to discussion, but may include: 

● Research funding bodies and application procedures for grants to ensure there is funds             
to continue employing a part-time coordinator for SDS in the future. 

● Keep an overview of the group’s fundraising activities. 
● The coordinator is not solely responsible for writing funding applications or organising            

fundraising events but is expected to work with other members and be involved in this               
part of the group’s activities. 

● Work in coordination with the Treasurer of SDS who holds responsibility over the group’s              
finances. 

● Alongside the treasurer, ensure accounts are delivered to Companies House each           
August, and that we keep up to date with Insurance and Salary payments. 

  
Events 

● Work with other members to facilitate the organising of training for visitors. This includes              
induction of new visitors and ongoing training for more experienced visitors. 

● Work with the ‘Release!’ working group to ensure parties are organised responsibly (this             
does not mean being solely responsible for organising ‘Release!’) 

  
Sustainability 

● Develop training materials and resources for visiting members. 
● Update the handbook or ensure resources are available in some form to new and current               

visitors. 
● Keep the online drive of resources constantly updated with new information. 

  

General 

● You will also be required to have an overview of the group’s campaigning, outreach and               
networking activities. 

● Additional or other duties that may be reasonably necessary to ensure the smooth             
running of SDS. Any changes will be made in consultation with you. 

  

You are a member of SDS, in the same way as any other non-paid member of the group. You                   
have an equal part in decision-making. Although the Coordinator role is a paid position within               
the group, SDS aims to work on a non-hierarchical, consensus basis, and as far as possible,                
decisions will be made in consultation with the group, and consensus reached on actions. The               
coordinator is not entitled to make significant structural or strategic decisions for the group              



outside of consensus processes. The weekly meetings will serve as a forum for group              
decision-making, and the Coordinator is expected to bring all decisions that may significantly             
affect SDS to these meetings. The Coordinator is expected to be flexible and to work alongside                
the other members of SDS. 

The existence of this post should not remove impetus from non-paid members to take              
responsibility for any or all of the group’s activities. 

 


