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Ilfracombe and Barnstaple Circuit 37/19

Job Description 

Job title:					Property Officer 

Lay Employee in the				Ilfracombe & Barnstaple Methodist Circuit 

Location:	Based at Circuit Office 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 under the supervision of The Circuit Operations Manager. 

Purpose and Objectives:	To take the lead and be responsible for Circuit properties, giving assistance when required to church stewards/elders. 

Main Responsibilities:

 Property Role
· Complete annual property schedule online after annual inspection of all properties.
· To act as lead in the sale or transfer of all Circuit properties, receiving and dealing with  correspondence, liaising with relevant Methodist/United Reformed churches regarding Circuit properties whether sale, purchase or annual schedules, adhering to each church’s governance throughout.
· Manage empty Circuit properties.  
· Arrange for work to be carried out as required on properties with consultation of the Circuit Leadership Team (CLT).
· To update and maintain the Methodist Consents site appropriately under supervision of the Operations Manager.
· To hold inventories of any church that has ceased to worship. 
· Management of any church handovers with monthly report to CLT.
· Managing insurance in liaison with Circuit Treasurer. 
· Liaise with Webbers letting agency with regard to Chapel house, Knowle. Deal directly with the tenant in the rental property at Lynton. 
· Organise annual check of current manses – Moor Lea, Braunton and Rumsam Gardens, Barnstaple. Liaise with ministers regarding maintenance, repairs and renewals. 
-Check manses at end of ministry change over and arrange for any necessary work .   Planning appropriate timetable for this early enough
· To be the contact person for Calvary Chapel, Woolacombe.
· Be familiar with The Methodist Church Property Stewards Handbook (2025) which contains top ten essentials annual building inspections, annual property schedules/returns, risk and compliance inspections, quinquennial inspections, manses, repairs, consents, listed buildings, conservation areas and heritage objects, property projects and legal matters.
· Manage correspondence, maintenance and bills of church graveyards and grounds within the Circuit’s care at Landkey, Yarnscombe, Bishops Tawton, Hills View, Shirwell, Ebberley Lodge and Challacombe. 
· Ensure there are Health & Safety policies and procedures in each church and they are followed.
· Ensure there are Fire safety policies and procedures in each church and they are followed.
· Support churches to follow Eco Church to enable energy efficiency.


Person Specifications
· Experience and updated knowledge in property management
· 
· Able to work as part of a team but also to work independently and imaginatively.
· Self-motivated and organised.
· Able to communicate effectively through emails, telephone and in person contact. To include liaising with contractors, Methodist Insurance, surveyors, estate agents, solicitors, Trustees for methodist Church Purposes (TMCP) and advising local Church Councils.
· To be flexible and able to adapt to changing priorities and circumstances.
· To be well organised.
· Some understanding of The Methodist Church Property Handbook  would be an advantage.
· Some knowledge of the Circuit geographical area
· A willingness to work within the inclusive ethos of the Methodist Church.

Terms and conditions:

· This role is for a fixed term of 3 years.
· New contract  to start from asap.  
· 15 hours (over 5 days negotiable)
· £15 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.
· Opportunities may be available for study and training to develop skills.
· Holidays will be 28 days pro rata.
· Line manager will be Circuit Operations Manager.
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