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Ilfracombe and Barnstaple Circuit 

Job Description 

Job title:					Circuit Operations Manager

Lay Employee in the				Ilfracombe & Barnstaple Methodist Circuit 37/19

Location:	Based at Christ Church Braunton, at various meetings in the circuit, some work could be done at home.

Responsible to:	Employed by the Ilfracombe & Barnstaple Circuit and will be Line Managed by The Superintendent Minister. 

Occupational requirement:	In accordance with the Equality Act 2010 it is a genuine requirement that the successful applicant is a practising Christian.

Purpose and Objectives:	To ensure that all aspects of the administration, governance, practical operations and management around finance, property, safeguarding, GDPR etc are fulfilled throughout the Circuit. To line manage other key roles in the Circuit including Administrator role, Treasurer, Property Officer and Lay Families Worker.

Main Responsibilities:
Work collaboratively with the Superintendent Minister and Leadership team of the Circuit. 
Line manage the part-time roles of Property Officer and Administrator; Support the Circuit Treasurer.
Managing the website.  Line Managers handbook 2024.
Line manager’s duties include
· Become familiar with the work of the Property Officer, Administrator and Treasurer.
· Determine priorities for the work.
· Ensure good communication.
· Act as a “sounding board” to the Employees.
· Safeguarding – act as the Circuit Safeguarding Officer – including Circuit DBS verifier, monitoring the Circuit Safeguarding Policy, and ensuring all safeguarding training is undertaken.
· Data management and GDPR 
· Develop and oversee practices in respect of GDPR, safeguarding and charity governance.
· Attend meetings as required.

Any other duties and responsibilities as directed by the Line manager, which are within your capabilities and level of responsibility in order to meet the needs of the Circuit.



Personal Skills   
Essential 
· Previous management or senior supervisory experience

· Educated to A level/GCSE level/level 3 vocational qualifications or equivalent. 
· Confident use of IT and standard computing systems, including managing a website.
· Excellent people skills and communication skills with a wide range of people internal to the Circuit establishing and maintaining trusted working relationships. Also  externally with the South West Peninsula District and Methodist Connexion. 
· Able to organise workloads efficiently, working within a team or alone with minimum supervision.
· Experience of, and a commitment to, work within safeguarding protocols (either in work or in a voluntary capacity).
· Understanding of Health and Safety compliance and liaising with agencies/churches.
· Understanding and commitment to work within established and evolving GDPR protocols and procedures.
· Confident user of social media with a strong understanding of how different platforms work and how people engage with them.
· A commitment to seeing the church flourish in fulfilling its mission with an appreciation of how this role can directly help and support this.
· Demonstrate awareness of and sensitivity to issues of Equality, Diversity and Inclusion in all aspects of the role.
· A willingness to understand, learn and engage with the structures, ethos, and values of the Methodist Church and the United Reformed Church and to a lesser degree, the Church of England.
· A commitment to continue personal and professional development and to undergo relevant training where appropriate. 
· A driving license and access to a motor vehicle to attend locations around the circuit.
· A willingness to work within the inclusive ethos of the Methodist Church.

Terms and conditions:
· This role is for a fixed term period of 3 years.
· Appointment will be conditional on the satisfactory completion of a 6 month probationary  period. 
· Appointment will be conditional subject to satisfactory disclosure from the Disclosure & Barring service. (DBS)
· Appointment will be conditional on the receipt of satisfactory references, of which one should be your most recent or current employer.
· New contract  to start asap.  
· 20 hours per week (over 5 days – negotiable)
· £16 per hour 
· Flexible working hours will include occasional evening and weekend work. Some tasks will be regular, others monthly, quarterly or annually. 
· Circuit Laptop and mobile phone will be available for work purposes only. Printer at Circuit office. 
· All reasonable work-related expenses will be reimbursed.
· Post includes a contributory pension scheme.
· Training requirements – relevant to the role may be needed. This will be undertaken during the contracted hours or recorded as time off in lieu. 
Holidays will be 28 days pro rata.
· Line manager will be the Superintendent minister.
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