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PERSON SPECIFICATION 
Job Title: Circuit Resources Manager
York Circuit
	Attributes
	Essential
	Desirable
	Method of Assessment

	Education & Training
	A willingness to undertake training relevant to the role


	
	A, I

	
	
	Project/Process Management qualification e.g. Prince 2, Lean. 
	A, I, Q

	Proven Ability
	Strong experience of building relationships in challenging environments


	
	A, I

	
	Ability to relate to people at all levels with warmth, tact and efficiency.


	
	A, I

	
	Experience of meeting deadlines and targets and managing workload without intensive supervision.
	
	A, I

	Special Knowledge & Skills
	Knowledge of administrative processes and experience of streamlining these processes


	
	A, I

	
	
	Knowledge of current Methodist administrative and governance processes
	A, I

	
	
	Experience of oversight of building maintenance and repairs
	A, I

	
	Demonstrable computer skills, using Microsoft Word, Windows, Excel, the Internet and email.


	
	A, I

	Special Qualities or Aptitudes
	Evidence of being able to become familiar with processes and organisational culture quickly


	
	A, I

	
	Ability to support a team in a collaborative manner
	
	A, I

	
	Experience of working in an environment requiring a high level of confidentiality and with information of a sensitive nature
	
	A, I

	
	Proven communication skills, both oral and written


	
	A, I, P

	Any Other Requirements
	In sympathy with the aims and ethos of the Methodist Church


	
	

	
	Knowledge of current health and safety legislation

	
	


Method of Assessment      A – Application Form, I – Interview, W – Written exercise, P – Presentation, G – Group exercise, Q – proof of qualification (certificates or transcripts)
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