
 
 

 

love God, love others, make disciples 
 

DISTRICT PROPERTY MANAGER – ROLE DESCRIPTION 

Job title   District Property Manager – Part-time 
 

Accountability  The Managing Trustees of Nottingham and Derby Methodist District 
Line managed by the Chair of District, or a designated deputy in their absence 

Hours of work  20 hours per week to be worked flexibly over 3-4 days, between 09.30 and 17:30 
Monday to Friday. On occasion, some hours will be required in the evenings and at 
weekends and around the district by negotiation. 

Salary scale   £22 per hour 
 

Work base   Hybrid – Home based, visiting the District Office at least 1 day each week (The 
Rivergreen Methodist Hub, Clifton NG11 8AU)  

Holiday 
entitlement  

33 days (including 8 bank holidays) pro rata 

Probationary 
period   

Subject to the satisfactory completion of a 3-month probationary period. 

Purpose of role: 
 

Management of the District buildings. 
Support and advise circuits on sales, acquisitions, improvements, repairs and 
maintenance. 
Ensure compliance with charity regulations and Methodist Church policy. 

Key 
Relationships: 
 

Church and circuit property stewards 
Ministers 
District Executive  
District resources, grants and finance teams 
District staff team 
Connexional property officers 
Trustees for Methodist Church Purposes (TMCP) 
Council officers, planning departments 
Estate agents and surveyors 
Connexional property office  
Connexional conservation officer 

Main 
responsibilities 

(150 churches, 80 Manses plus other properties) 
 

Engaging with 
circuits and 
churches 

• Carry out all property related duties in line with Methodist Church policy. 

• Work with churches and circuits to explore and develop different models of 
property management.  

• Act as a consultant in weighing up possible options and exploring possible 
solutions.  

• Able to partake in practical planning and development conversations with large 
and small trustee groups. 

• Work with the District Admin team to follow up on any outstanding Annual 
Returns. 

• Receive copies of all Quinquennial returns for all properties in the District; keep 
filed copies digitally; follow up reported action points and outstanding reports. 

• Receive correspondence from TMCP and action as required. 



 
 

 

• Liaise with the identified surveyors, who are the preferred source of property 
advice for the District in its two counties. 

• Liaise with the preferred panel member of lawyers for the District 

Rivergreen 
Methodist Hub: 
 

• Work with District officers to shape a mission strategy for the Rivergreen 
Methodist Hub 

• Working alongside the district administrator, manage the property. 

• Ensure that annual checks are carried out and general maintenance issues are 
dealt with. 

• Ensure that there is adequate insurance cover for the District Hub and District 
manse and that this is renewed annually. 

• Liaise with Consultiv Utilities re gas/electricity. 

• Work with the admin team to review and update risk assessments and other 
policies annually or when necessary. 

General duties: • Have oversight of the Consents’ website regarding property projects and annual 
returns, plus manage users. 

• Provide advice and training on use of the Consents’ website. 

• Act as the authorising signature on all projects up to £100,000, thereafter 
consulting with a small Property Consents team. 

• Attend various District Committees; namely the District Executive (DPC), Grants, 
Resources and Finance. 

• Attend Representative Synod twice a year (September and April) and report on 
property as required. 

• Attend training sessions for church and circuit Stewards. 

• Attend Connexional gatherings for District Property Secretaries. 

• Act as manse steward to the District Chair’s Manse. 

• Arrange for quinquennial inspections to be carried out on the Chair’s manse and 
District Hub. 

• Undertake ad hoc duties on behalf of the District; (For example, selling various 
properties and disposing of contents). 

 Criminal record 
check (DBS) 

Enhanced for both workforces 

Training    
Requirements   
for the role: 
 

Creating Safer Space foundation and advanced module safeguarding training 
EDI & Unconscious Bias training. 
Any other mandatory training required of all employees in a certain area, usually 
related to safety or compliance. 
Additional training needs will be reviewed on a regular basis. 

 

 

 

 

 

 



 
 

 

 

DISTRICT PROPERTY MANAGER – PERSON SPECIFICATION 

ATTRIBUTES ESSENTIAL DESIRABLE ASSESSMENT 
METHOD 

PROVEN ABILITY & SPECIALIST KNOWLEDGE   

Knowledge of or a willingness to develop knowledge and 
understanding of Methodist process with regard property and 
the legal process around this 

X  A  I 

Experience of acting as the authorised person for granting 
online approvals 

 X A 

Able to monitor the completion of schedules online and extract 
information as required for follow up action 

X  A  I 

Have a background in property either as surveyor, architect, 
contractor or manager of a large property project 

 X A  I  Q 

Understand the various aspects of large and small church 
premises 

 X A  I 

Knowledge and experience in developing and implementing 
strategic plans for property use and development. 

 X  

Health & Safety knowledge (IOSH, NEBOSH etc) 
 

 X  

SKILLS    

Able to offer training on changes in legislation affecting Church 
property 

 X A   I 

Competent with the use of IT, sufficient to operate the consents 
website, record and store data, and write reports as required 

X  A 

Experience of writing and reviewing policies 
 

 X A 

PERSONAL QUALITIES/APTITUDE    

Able to partake in practical mission planning and development 
conversations with large and small trustee groups. 

X   

Be prepared to seek help and advice from colleagues, connexion 
and Trustees for Methodist Church Purposes 

X  A  I 

Communicate well with others, being able to offer advice and 
assistance as appropriate 

X  A  I 

Able to work well both within a small team and independently 
as necessary 

X   

In sympathy with the aims and practices of the Methodist 
Church 

X  A 

 
A – Application I – Interview          Q - Qualification 


