Aire&Calder
MethodistCiréuit JOB DESCRIPTION

Job Title Circuit Mission and Operations Officer

Working circuit wide, but based from
the Circuit Office (Unit 12 Woodhouse
Business Centre, 169 Wakefield Road,
Normanton, WF6 1BG) with some
flexibility for home working in
agreement with your Line Manager
£18.00 per hour

Reports to Circuit Manager Location

Circuit Aire & Calder Methodist Circuit [[ELN i )7

Job Purpose and Objectives

To provide practical oversight, co-ordination, support and appropriate line management in relation to
designated circuit projects and the lay employees directly connected with them, so that key mission
initiatives are well supported, properly supervised and sustainably managed. There will be three
projects: Twenty 7, a New Place for New People (NPNP) project in Pontefract; a slow growth community
estate project in City Fields; and Church without a Chapel (Methley), an online Church.

Responsibilities

Responsible to: The Lay Employee will be employed by the Aire & Calder
Methodist Circuit Meeting and will be line managed by the
Circuit Manager

Responsible for: Line management of two employees connected with the Circuit
projects at Twenty 7 and City Fields and oversight of the two
volunteers at Church without a Chapel (Methley).

Main Responsibilities

1. Line management of employees connected with the Circuit projects at Twenty 7 and City Fields and
oversight of the volunteers at Church without a Chapel (Methley).
e regular supervision meetings and helping employees and volunteers work to agreed objectives;
e support, encouragement and appropriate challenge; monitoring workload and wellbeing;
e undertaking appraisals and reviews and identifying training and development needs;
e ensuring concerns are identified early and addressed appropriately;
2. Oversight of key Circuit mission projects
e monitoring progress and helping projects remain aligned with Circuit priorities;
e attending relevant meetings and offering practical support and follow-through;
e helping ensure that plans are realistic, communicated clearly and properly reviewed;
e identifying emerging issues, pressures or risks at an early stage;
e helping projects work well with ministers, stewards, employees and volunteers.
3. Strengthening Circuit capacity
e helping ensure there is proper management attention where projects, employees or volunteers need
it most;
e improving continuity, communication and accountability;
e supporting the implementation of agreed Circuit priorities;
e helping the Circuit meet its responsibilities as an employer in an increasingly complex environment.



https://www.methodist.org.uk/npnp

4. Support for Circuit leadership
e regular review meetings with the Superintendent and Circuit Manager, providing brief updates or
reports as required;
e advising on practical issues affecting projects and employees;
e contributing to good communication between the various parts of Circuit life.
5. General responsibilities
e toworkin away that supports the mission, values and discipline of the Methodist Church;
e to maintain appropriate confidentiality and professional boundaries;
o to follow Circuit policies and procedures, including safeguarding, data protection, health and safety,
and employment practice;
e toundertake any other duties and responsibilities, identified by your Line Manager as are within your
capabilities and level of responsibility, in order to meet the needs of the Circuit.

Terms and Conditions

e Terms of appointment: Permanent

e The rate of pay will be £18.00 per hour.

e Normal working pattern: 14 hours per week, worked flexibly Monday to Friday in agreement with your
Line Manager. Actual days, start and finish times will be variable in accordance with the needs of the
Employer. There may occasionally be the need to work on an evening or weekend, in agreement with your
Line Manager. You will not be expected to work on more than four days in a calendar week.

o All reasonable expenses will be reimbursed.

e There is a contributory pension scheme to which eligible lay employees will be auto enrolled. Lay
employees who do not meet the auto enrolment criteria are eligible to join the scheme subject to certain
provisions.

¢ Appointment will be subject to satisfactory references.

e Appointment will be subject to the satisfactory completion of a four month probationary period.

e 33 days annual leave entitlement (including public holidays) per year (pro-rata for part-time employees).

e Appointment will be subject to a satisfactory enhanced Disclosure & Barring Service (DBS) disclosure.




