
JOB DESCRIPTION AND PERSON SPECIFICATION 

 

Detention Support and Awareness Officer 

Job title: Detention Support and Awareness Officer 

Reporting to: Detainee-Visitor Manager and Management Committee 

Location: Whitecliff House, Poulton Close, Industrial Estate, Dover, CT17 0HL  

Travel: Local, national 

Hours: Full time  (37.5 hours per week) 

Holiday: 25 days + statutory holidays 

Salary range: NJC salary scale point 22, £19,621  

Purpose 
To assist detainees at Dover IRC with casework and welfare issues and raising awareness in the 
community about the reality of indefinite detention. 

Description 

The post holder will work on detainee casework under the supervision of the Detainee-Visitor 
Manager. S/he will also be responsible to bring DDVG’s Awareness Raising project to its full 
potential.  

Duties and responsibilities 

 To undertake casework for the benefit of detainees held at Dover IRC including liaising with 
solicitors and referring to specialized organizations. 

 Assisting the Detainee-Visitor Manager in providing initial visits to immigration detainees, 
organising induction sessions for new volunteers, and training and events for current ones. 

 Researching support for immigration detainees and liaising with NGOs, local authorities, 
government departments involved in a client’s case.   

 Statistical monitoring and reporting of casework. 

 Representing the organization in local, national and international meetings when necessary. 

 At the direction of the Detainee Visitor Manager, to find opportunities for DDVG to organise 
awareness raising talks, including by developing relationships with other organizations. 

 Writing articles and press releases. 

 Researching and designing Awareness Raising literature for the charity. 



 Assisting the Project Manager with workshops and talks in secondary schools, universities 
and other organizations. 

 To undertake further duties and responsibilities appropriate to this post, not specifically 
mentioned in this Job Description, as allocated by the Committee. 

  

Knowledge and skills 

     Essential 

 Commitment to DDVG’s core values and a dedicated approach to empowering and 
supporting asylum seekers and other migrants. 

 Proven ability to organise and prioritise a workload in a stressful and pressured environment. 

 Excellent problem-solving skills. 

 Independent research for casework. 

 IT literacy, including knowledge Microsoft Office and Email. 

 Ability to work outside normal working hours when necessary. 

 Good caseload management skills. 

 Ability to work collaboratively with stakeholders for the benefit of clients. 

 Excellent communication and listening skills, including the ability to communicate with a wide 
range of people (e.g. vulnerable clients, policy makers), and experience of working in a 
multicultural environment. 

 A high standard of written and spoken English. 

 Time management skills. 

Desirable  

 Knowledge of other languages. 

 Experience in graphic design. 

 Knowledge of immigration and asylum law. 

 Previous experience of undertaking office administration jobs. 

 Clean UK driving licence. 

 

DDVG is committed to operating as an equal opportunities organisation. We welcome 

applications from refugees and in particular from former detainees to reflect the 

composition of our service user group. 


