	JOB DESCRIPTION FOR: 
(Job Title)

	Location:
	PARISH OFFICES/CHURCH with travelling across Coventry and Warwickshire, and occasionally nationally, as required.  
This role is office based only OR This role can be performed as part of a hybrid or home working arrangement if requested (Delete as required) 

	Responsible to:
	(Line Manager)

	Salary:
	£XX,XXX.XX (If salary is pro-rata, then include the FTE in brackets) plus employer pension contribution % and any other benefits you provide to employees

	Hours:
	X hours per week. (If evening and weekend work required then state “Often evening and some weekend working required”. 
If the role is fixed term then state “This is a fixed term role for X years”.


	Equality, Diversity and Inclusion Statement




In PCC/PARISH NAME we are committed to work with determination towards a fuller representation of the social, cultural and ethnic diversity which accurately reflects the people we serve in the Parish/Diocese of Coventry. We expect all employees to promote and model equality, diversity and inclusion in their working practices and relationships and to uphold principles of equality of opportunity in accordance with our legal and theological obligations as written in Galatians 3:28 which says, “There is neither Jew nor Gentile, neither slave nor free, nor is there male and female, for you are all one in Christ Jesus”.

If you have a disability or long-term illness that you feel prevents you from meeting any of the essential criteria, please contact us to discuss what reasonable adjustments we can make for you.

As an equal opportunities employer, we particularly welcome applications from United Kingdom Minority Ethnic / Global Majority Heritage (UKME/GMH) candidates who are currently underrepresented in our organisation. All appointments will be made on merit of skill and experience relative to the role. 

All employees undertake mandatory Equality, Diversity and Inclusion training during their employment with us.
Background to Role

Role Profile: 

Main Activities and Responsibilities: 

Key Relationships: 

Training, Monitoring and Evaluation: 
The post holder will participate in reviews of progress every 6 months and an annual review as a member of PCC/PARISH NAME Staff.  

All employees are expected to undertake mandatory training including Equality & Diversity, Unconscious Bias, GDPR, Internet Security, plus other training that is identified during the course of employment. 
Y
Person Specification

This section details the attributes which are required in order to undertake the full remit of this post.  
AF=Application Form; Int = Interview; Test=Written and Verbal Test

	Attributes
	Essential
	Desirable

	Means of Assessment
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	Skills/Abilities
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Personal Qualities
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Supportive of the mission and ministry of the Church of England and the Diocese of Coventry mission purpose statement


	√


	
	AF


If a DBS check is required please state the level needed, and that a confidential declaration form will need to be completed.
If the role requires the candidate to be a Christian then write “It is an Occupational Requirement (Schedule 9 part 1 of the Equality Act 2010) of this post to have a committed Christian faith” and the reason why  

OR
If the post doesn’t require the person to be a Christian, then say “There is no Occupational requirement for the successful applicant to be a Christian. We welcome applications from all candidates regardless of faith or belief system”

If you have a disability or long-term illness that otherwise prevents you from meeting any of these criteria, please contact us to discuss what reasonable adjustments we can make for you.
It is a condition of any offer of employment we make to you that you have, or gain, permission to work in the UK. By law, you will not be able to start working for us until you are able to provide evidence that this permission has been granted

For more information, including job and person specification, and application form, please see [WEBSITE ADDRESS WHERE ROLE IS ADVERTISED]
or contact the (Line Manger job title), (Line Manager name, email address and phone number)
Closing date for applications: 

Interviews on one of the following dates:  

Please send completed application forms to:

Email: [EMAIL ADDRESS]
or

Post: [POSTAL ADDRESS]
�This statement has been agreed by the Bishop of Warwick and is also now being used on Clergy appointments so I would recommend that you leave this in


�You should include some information about why the role exists and how it links to the mission purpose of your organisation so that the candidate/employee can why the role is there


�This will be a summary of what the post holder will do


�This will be bullet points of each element of the things the candidate will need to do. You don’t need to give too much information, but for example if part of the role is administration you could say "all aspects of administration in regards to Parish affairs". You can elaborate if you wish, but giving a brief description is better for the applicant to read through and then you can explain it detail at the interview stage or once they have started work.


�Anyone who the person will either work with or for in order to do the role and will include any external organisations/people that the candidate would need to liaise with


�This is the annual appraisal process. We do a whole year appraisal and a mid year appraisal at the DBF


�You could note any other mandatory training that employees need to do 


�This is the section where you will need to record what type of person is need to fulfil the role, You will need to look at qualifications or experience needed as well as skills and personal attributes. It will be these that you use to shortlist the candidates for the role using the shortlisting guide. Typically a candidate should achieve 70% of the maximum score they could possibly achieve on any essential criteria, on shortlisting. For example, as the maximum score is 5 points per item, if there are 20 items on the essential part of the person specification, then the maximum score they could achieve is 100. Therefore to pass shortlisting they need to score 70 points (70%)


�An essential criteria is something that the person needs to have to do the job and is what you will shortlist the candidates based on. Desirable are things that would be a nice to have. The only time you would score the desirable criteria is if all the candidates score similarly on the essential criteria and you need to reduce the number of people that you interview to a more manageable number


�This section is about how you will assess each of the criteria. Whether you will assess it on the application form, at interview or by testing the candidate (either a presentation or admin test). All essential criteria will have AF (application form) but you will also wish to assess the same thing at interview or by testing so you could have AF/I here or AF/T. Normally the desirable criteria would be assessed at interview or by testing the candidate


�Not all roles will require the candidate to be a practising Christian, so you can use this to ensure the person that you do recruit is supportive of our mission


�These are legal aspects you should include on the job description
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