Advertisement 
Referrals and Helpline Operator
MRCI is inviting applications for the new and exciting role of Referrals and Helpline Operator.
This person will be responsible for answering calls to MRCI’s main phone line, and responding to emails and web queries coming through MRCI’s website. This role will give support and make referrals, communicate and distribute information to migrants and their families, they will also reach out to MRCI groups and members who are seeking support and assistance. This role will be responsible for updating and maintaining MRCI’s information database and assisting MRCI Drop-In Centre staff in the delivery of its services and outreach
Ideal Candidate

We are looking for someone who is committed to the provision of free, confidential, impartial and independent information and supports to migrants and their families. Someone who is a good communicator, has a clam disposition and can support people in times of crisis. If you can work in a fast paced environment, are interested in joining a diverse, committed and passionate team delivering change, then this maybe is the job for you. Reporting to the Drop in Centre Coordinator, the duties include:
· Providing calm and professional information and supports to all people accessing MRCI’s phone line, email, web from and front line services 

· Welcoming and directing any visitors to the MRCI office and managing Drop in Centre appointments and walk in’s

· Assessing and triaging queries through the phone, email and website and distribute information to callers and email/web queries
· Delivering information, guidance and referrals to relevant organisations and government bodies in line with MRCI guidelines 

· Providing follow up on work arising from phone calls and emails and assisting with external referrals
· Supporting organisation and logistics in delivery of Migrants Forums, Webinars and Information Sessions 
· Updating and maintaining  MRCI’s database in line with GDPR guidelines
· Distributing post coming into the office and posting letters on behalf of the team
· Contributing to improving the information in the Drop in Centre and developing further referral mechanisms with other organisations

· Assisting in the development of innovative processes for the provision of quality information to MRCI members in various formats 

· Working as part of the MRCI team and performing other tasks as agreed with the Drop-in Centre Coordinator and the Director
Essential Criteria

· Relevant third level education with 2 to 3 year’s experience working in an information and advice setting or related field 

· Ability to speak other languages (preferable languages are Portuguese, Spanish, Russian, Chinese or other languages).
· Ability to handle large volumes of calls and queries in a calm and compassionate manner 
· Excellent organisational and administrative skills

· Excellent IT and software skills
· Excellent communication skills, orally and written 
· Passionate about social justice issues and migrant rights

Desirable Criteria 
· An understanding and knowledge of the range of information, support and advocacy services provided by MRCI, partner organisations and other NGOs
· Working knowledge and understanding of how the immigration, social welfare, health, housing and employment systems operate in the State 
· Demonstrated ability to absorb, analyse and evaluate information from a variety of sources
· Familiar with GDPR requirement to protect peoples data
· Confidence working independently and as part of a team

· Ability to work well under pressure and maintain composure in stressful situations

· Commitment to innovation and creative problem-solving and thinking outside the box
· Experience of the Irish immigration system an asset
Terms and Conditions  

Location: Dublin. This is primarily an office based role. You will be required to be present in MRCI’s Dublin office subject to COVID-19 Government Health and Safety Guidelines. 
Duration: One year Fixed term contract for Immediate Start 

Hours Work: 3.5 days per week Monday to Thursday (25hours).This role may be extended to 5 days a week subject to funding. This role requires occasional travel and out of office hours and weekend work 
Remuneration: Annual Salary pro rata €32,000
Holidays: 25 days pro rata and aditional Christams Holidays 
How to Apply

You MUST email the completed application form marked Referrals + Helpline Operator to hr@mrci.ie by Sunday November 27th 5.30pm
PLEASE NOTE: CVs and cover letters WILL NOT be accepted

Interviews will be held the week beginning 7th December 
MRCI encourages applicants from diverse backgrounds. MRCI is an equal opportunities employer. For more information on MRCI, see www.mrci.ie
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