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JOB DESCRIPTION TEMPLATE
JOB DESCRIPTION
	Job Title
	 

	Reports to
	  Job title of Line Manager
	Location
	Where the role will be based

	 District/ Circuit/  Church
	 District/ Circuit/ Church 


	Salary
	  £


	Job Purpose and Objectives

	A simple statement to identify the objective of the job.
 



	

	Responsible to:
	The Lay Employee will be employed by the Managing Trustees of XYZ District/Circuit Meeting/Church Council and will be line managed by: Job title of Line Manager / Minister in pastoral charge of Church.  

	Responsible for:
	[List the Job titles of those who report to the post holder]


	Main Responsibilities

	
This details what actually needs to be done, i.e. the duties and expected outcomes.

Examples

· Working in partnership with the minister and church community, set up and develop initiatives which offer "belonging" to young singles, couples and families.

· Live and work as neighbours to the emerging local housing in the town centre, being part of a visible Christian presence in the heart of the town.

· Support the overall vision of an open and inclusive Christian centre.

· Contribute, as part of a team, to making the church premises open and accessible 7 days a week.

· Set up and lead a regular house group aimed at providing Christian fellowship for 20-40 year olds.

· Support the leadership of one of the uniformed organisations or toddlers group which are active in the church.

· Attend quarterly Church Council meetings and weekly meetings of the church staff.  (Other meetings only to be attended when specially requested).

· Keep adequate records of contacts and of work undertaken.

· Appraise and review initiatives set up and activities undertaken, and change where necessary the action and focus of work after discussion with, and agreement, from the management group. 

· Any other duties and responsibilities, identified by the minister as are within your capabilities and level of responsibility, in order to meet the needs of the church.


	Terms and Conditions

	· Terms of appointment: Permanent / Fixed Term until [insert end date]
· The salary/rate of pay  will be: £ xx per annum/per hour.
· Normal working pattern: specify number of hours per week and the set days.
· All reasonable expenses will be reimbursed and a small allowance given for on-going training.  
· Note you will not be expected to use a car for this job. (Optional)
· 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.

· At least one day free of responsibilities each week.

· 28 days annual leave entitlement per year (pro-rata for part-time employees). 

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

· Appointment will be subject to satisfactory references.
· Appointment will be subject to the satisfactory completion of up to three/six-month probationary period.

· Opportunities for study and for training.

· Provision of accommodation. (This is only required if accomodation is provided. For further information please refer to the guidance in the Pay and Pension section)  


(PLEASE NOTE THAT THIS SECTION IS PROVIDED FOR INFORMATION PURPOSES ONLY AND SHOULD NOT BE INCLUDED IN THE JOB DESCRIPTION AS PUBLISHED)
	Management

	The Lay Employee will have a Line Manager whose responsibilities will be to:

· Become familiar with the work of the Lay Employee.

· Work with the Lay Employee to encourage the church to respond to new challenges and opportunities in mission.

· Determine priorities for the work.

· Prepare a personal development plan with the Lay Employee.

· Ensure good communications between all the ‘stakeholders’ (groups and networks) involved.

· Monitor and evaluate progress with the Lay Employee on a regular basis (meetings will take place monthly during the probationary period and quarterly thereafter).

· Act as a “sounding board” to the Lay Employee.



