The Methodist Church®

PERSON SPECIFICATION

Post: Church Manager (part time)

T

Loughton Methodist Church

Life-

Lay Employee in Forest Circuit based at Loughton Methodist Church

-Community

Attributes Essential Desirable Method of
Assessment
Education & Educated to GCSE level or A Q
Training equivalent
Proven Ability Current and active A
member of Christian
Church or Community
Significant experience of Al
office working processes and
practices with the ability to
utilise them for maximum
effectiveness
Ability to think and act Al
strategically
Effective management of | A I
people
Experience of dealing Al
professionally and effectively
with suppliers, contractors
and external hirers
An understanding of how | A, I
to effectively manage
premises and facilities
Planning and organising | A, I
effective projects and
activities
Special High degree of IT literacy Experience of bespoke Al
Knowledge & industry software such as
Skills Churchsuite, Hallmaster,
Mailchimp
Significant knowledge of Management of websites | A, I
Microsoft 365 packages
Experience of handling cash Al

and managing reconciliation




processes

Familiar with current Al
‘best practice’
safeguarding policies and
procedures
Familiar with current Al
‘best practice’ for GDPR
Special Able to set and work to goals Al
Qualities or without direct supervision
Aptitudes
Effective listening skills I
Ability to relate effectively to Al
a wide spectrum of people
Can work within a team and Al
contribute effectively to a
team
Able to adapt to I
changing priorities and
circumstances
Good self-motivation and an Al
ability to motivate others
Good management of stress I
and stressful situations
Conflict management I
Able to communicate Al
effectively in writing and
verbally
Able to present a strong Al
Christian example
Any Other Willingness to understand A
Requirements | and engage with Methodism
and be subject to its
discipline
Satisfactory Enhanced DBS
Disclosure from the Application

Disclosure & Barring Service

A - Application form; I - Interview; E - Exercise; Q — proof of qualification (certificates or

transcripts)
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