
 

1 | P a g e  

 

 
November 2019 
 
Dear Applicant, 
 
Thank you for your interest in the post of LGBTQ Migrant Communities Theatre Project Sessional 
Worker 

In addition to this application pack, please find the following supporting documents on our 
website: 

• Application Form (mandatory) 

• Monitoring Form (mandatory) 

• Guidance for Applicants 

• METRO’s Equal Opportunities Policy Statement  
 

Please note that CVs will not be considered as part of your application, we will be short-listing 
from fully filled out application forms only. 
 
The completed application form together with the Monitoring Form should be sent to arrive by 
no later than: 26 November 2019 at 5pm. 
 

• Preferably by email to recruitment@metrocharity.org.uk. If applying by email, you 
should include your full name in the message title and your email and attachments 
must not exceed 5MB in size.  

• Or by post or hand to Human Resources Officer, METRO, N206 Vox Studios 1-45 Durham 
Street, London SE11 5JH 
 

Interviews for this post will be held the week commencing Monday 2 December 2019.  
 
For further information regarding this post please contact the line manager of the role, Tony 
Furlong, via Email in the first instance: tony@metrocharity.org.uk 
 
We look forward to hearing from you. 
 
Best wishes, 

 
Greg Ussher 
Chief Executive Officer 
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LGBTQ Migrant Communities Theatre Project Sessional 
Worker 
 
Job Description 
 

General Information 

 
Job title:  LGBTQ Migrant Communities Theatre Project Sessional Worker 

Salary:   £14.40 per hour 

Hours:   Sessional (mostly 4-5 hours, occasionally up to 7 hours per week).  

   This work will mostly take place in evenings and weekends.   

Responsible to: Emerging Communities Manager   

Accountable to: Head of HIV   

Job location:  METRO’s Vauxhall office and theatre workshop location (Lambeth)  

Contract:  December 2019-September 2020  

 

 
 

Job Summary 
 
The LGBTQ Migrant Communities Theatre Project Sessional Worker will work with Big Boots 
Theatre’s Workshop Facilitator to deliver a 9 months series of workshops for LGBTQ migrants living 
in London on a National Lottery Funded programme led by METRO Charity and in partnership with 
Big Boots Theatre Company.  
 
The LGBTQ Migrant Community Theatre Project aims to build self-confidence, increase a sense of 
belonging, reduce isolation and increase wellbeing and a sense of community and increase 
feelings of agency through physical and spatial awareness-based workshops.  
 
The LGBTQ Migrant Communities Theatre Project Sessional Worker will be responsible for 
overseeing the programme, recruiting and co-ordinating a small volunteer team, project 
promotion, recruitment of workshop participants, reporting and helping plan and facilitate weekly 
theatre workshops with Big Boots Theatre Company. This new post will be accountable to 
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METRO’s Emerging Communities Manager, who oversees METRO’s migrant 
community programmes.   
 
The post-holder will take an active anti-discriminatory approach around all areas of work and 
will be an active member of METRO, within METRO’s HIV domain as and when required. 
 
 
Main Tasks 
 

1. Service Delivery & Development 
 

• Work collaboratively with METRO’s HR & Volunteering Manager, and work within 
METRO’s principles and guidelines of volunteering. 
 

• Recruiting 20 LGBTQ migrant community theatre workshop participants. This will 
include advertising internally and externally, social media recruitment, liaising with 
other METRO project leads and liaising with LGBTQ and migrant community 
organisations. 
 

• Recruit, supervise, organise and support a group of LGBTQ migrant volunteers. 
 

• Develop weekly workshop outlines in-line with monthly themes and key dates e.g. Black 
History Month, World Aids Day etc. 

 

• Co-facilitate weekly theatre workshops, with Big Boots Theatre company as the 
workshop lead. 

 

• To oversee participant involvement, and where necessary to refer participants for 
further support. 
  

 
2.  Partnership Work 
 

• Develop strong relationships with other migrant community and LGBTQ organisations in 
London, particularly around project promotion and recruitment. 

 

• Maintain excellent communication with Emerging Communities Lead and other METRO 
colleagues. 

 

• Think innovatively about working with other migrant community and LGBTQ service 
providers. 

 



 

4 | P a g e  

 

• Ensure line manager is up to date with project progress and any barriers to 
project execution.  

 

• Liaise and work with staff in other national and local voluntary and statutory agencies 
engaged in the provision of related services. 

 
 
 
3.  Quality Standards 
 

• Ensure adherence to the quality standards of METRO services particularly around 
Information Governance and confidentiality. 

 

• Ensure all safeguarding issues are brought to the attention of line manager.  
 
 
4. Monitoring and Evaluation 
 

• Assist in developing, assessing, monitoring and evaluating project activities. 
 

• Ensure sensitive and confidential recording of information in line with GDPR and the Data 
Protection Act. 

 

• Complete pre- and post- programme surveys with all participants.  
 

• Lead programme reporting in line with National Lottery requirements, and with the 
assistance of the Emerging Communities Manager. 

• Document all group work in line with METRO good practice, particularly with regards to 
confidentiality, and monitor and evaluate all work with due consideration GDPR/data 
protection issues.  

 
 
 
5.  Other Duties 
 

• Assist administration work such as data collection and input, confidentiality and 
collating volunteer and participant information.  

 

• Keep up to date on issues related to LGBTQ migrant communities. 
 

• This work will mostly take place at evenings and weekends. 
 

• Adhere to METRO policies and procedure at all times. 
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• In line with METRO’s policy on Information Governance (IG), confidentiality, 
and data handling you will be expected to undertake, pass and maintain the required IG 
modules as indicated by your line manager.  

 

• In line with METRO’s policy on Safeguarding, you will be expected to undertake, pass 
and maintain the required Safeguarding Training Modules as indicated by your line 
manager.  
 

• Attend regular supervision, and to undertake appropriate training as agreed.  Maintain 
and update knowledge, skills and undertake continuing education in accordance with 
personal and service needs within a framework of a personal development plan.   

 

• Undertake any other appropriate duties as requested by the Manager. If these duties 
are extensive and of a higher job description scale, the terms and conditions of the post 
may be varied in negotiation with your line manager 

 
 
 
LGBTQ Migrant Communities Theatre Project Sessional Worker 
 

Qualification, Knowledge 
& Experience 

Skills and Abilities Essential 
or 
Desirable 

Application 
Form, 
Interview  or 
Both 

 Excellent 
communication 
skills. 

Essential Application 
form & 
Interview 

 Excellent group 
facilitation skills  

Essential Application 
Form, 
Presentation 
& Interview 

A well developed 
understanding of issues 
affecting LGBTQ migrants 

 Essential Application 
Form, 
Presentation 
& Interview 

 Ability to work on 
own initiative, as 
well as an ability to 
work as part of a 
team 

Essential Application 
Form & 
Interview 

 An understanding of 
discrimination and 

Essential Interview 
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how this can affect 
different 
communities  

 Experience 
formulating and 
analysing effective 
surveys 

Desirable Interview 

 
 
 
 

An understanding of 
the importance of 
confidentiality as it 
relates to this work 

Essential Interview 

 Enthusiastic and 
committed approach 
to work 

Essential Application 
Form 

Basic administrative skills  Essential Application 
Form 

Computing skills, 
including outlook, 
database and word 
processing skills 

 Desirable  Application 
Form 

 Willingness to work 
in a team 

Essential Interview 

 Willingness to work 
within and 
proactively promote 
METRO Equal 
Opportunities 
approach to work  

Essential Interview 

 Able to work 
evenings and 
weekends 

Essential Application 
Form & 
Interview 

Demonstrated 
experience developing 
and/or working on 
successful LGBTQ or 
migrant community 
programmes 

 Essential  Application 
form & 
Interview 

Experience of recruiting, 
training and supervising 
volunteers 

 Desirable  Application 
Form & 
Interview 

Experience   
working with LGBTQ 
migrants and an 

 Desirable  Application 
Form & 
Interview 
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understanding of the 
issues affecting minority 
communities 

Experience working or 
volunteering on 
community theatre 
projects 

 Desirable Application 
Form 

 
 
 
 
 
 

 
 
 
 

 
 

 
 
 
 


