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JOB DESCRIPTION 
Job Title:
Lay Pastoral Assistant
Lay Employee in the 

… Circuit – initially serving … churches.
Location:
Based from home but working in the two churches and within people’s homes, as necessary.
Responsible to:
The Lay Employee will be employed by the … circuit, and will be under the supervision of the minister in pastoral charge of … churches
Purpose and Objectives:
To improve the provision, prioritisation and effectiveness of pastoral care in the section by working with those presently offering that care.   This will include delivery of pastoral care by the lay pastoral assistant. 
Main Responsibilities

· Pastoral Care

· Working with the Minister in Pastoral charge of the section and the pastoral secretaries to deliver pastoral care to the members and community roll of the churches in the section.
· To assist the Minister in Pastoral charge in prioritising their visiting schedule.

· Assist those individuals presently involved in pastoral care within the section to develop a suite of pastoral care solutions. These solutions should take into consideration and to serve the needs of individual members and those in the community roll of the churches, but should make more effective use of the personnel and resources available.   This may include coordination of pastoral care through cell groups, and different levels of care and visiting for different individuals.
· To create a system whereby the discipleship needs for the individuals in our care are identified.
· If personnel and resources allow, to engage with others to coordinate and facilitate the extension of pastoral care into our community.
· A key touchpoint between the church and community is through baptism requests.   A particular focus for the pastoral visiting and development would be building on these links.  These are usually first established through Messy church.

· Team meetings

· Attend team meetings (usually daytime or weekend) at an agreed location in the section.
· Pastoral Meetings
· Attend pastoral meetings hosted by each church (usually evenings/ weekends).

· Church Contact

· It would be advantageous to be able to attend morning worship (2 Sundays a month), Messy church (Saturdays) and other special events on occasion to ensure regular pastoral contact is maintained within the churches.  
· General Administration

· Check and where necessary respond to emails each weekday to ensure effective communication in the team.

· Maintain a personal timesheet, to log hours, actions and visits.  This will be used to allow for the flexible working conditions expected.
· Role Development

· The focus of this pastoral role may change to different churches, or a different geographical area over time.   This may also mean changes to local line management.   This would usually be reviewed annually, but applicants should be prepared to serve in any area defined by the York circuit.

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

· Terms of appointment:  Appointment will begin on … and will be reviewed annually.
· Provision of accommodation:  The employee is expected to work from home, or a suitable alternate venue.  It will also be possible to share the office spaces within the churches on an ad-hoc basis.   This is not provided by the project.  
· A small budget is available for provision of office equipment, laptop, office software, printer, if required.

· The majority of pastoral visiting initially is within 2 miles of the churches in the section.   However, more distant members and hospital visiting with the additional possibility of the focus changing over time means that the ability to travel within the circuit boundary is necessary.   A cycle or own car would, therefore, be an advantage to allow for efficient use of time when visiting.  

· If using your own car for your work, you and the vehicle should be appropriately licensed and insured and you will be paid the allowance prescribed by the Methodist church.  This is currently 45p per mile for car and 10p for bicycle. A log should be kept of journeys to facilitate these expense payments.
· Normal working pattern:  The role is expected to require an average of 16 hours per week.   It is acknowledged that fitting into the diaries of those being visited, or working around scheduled meetings, may necessitate longer hours in some weeks.  Flexibility to accommodate this is essential, but the specific times of day / and days worked remains largely in the control of the applicant assuming daily email contact during weekdays can be maintained.

· The applicant will be expected to attend the regional Lay Employee induction program, and the Foundation and Leadership modules of the Creating Safer Space programme.  
· Due to the nature of the role both with both young people and vulnerable adults, the appointment will be subject to a satisfactory Enhanced DBS disclosure.
· All reasonable expenses will be reimbursed and a small allowance given for on-going training. 
· At least one and ideally two days free of responsibilities each week.

· 28 days statutory annual leave entitlement per year (pro-rata for part-time Workers), including Bank Holidays. 

· Appointment will be subject to satisfactory references

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

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 pastoral care, and mission through pastoral care.
· 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.
· The circuit leadership team would be responsible for the reviewing of the geographical, and church focus of the role.  This would normally be on an annual basis.
Ensure that the Lay Employee receives suitable pastoral suppor
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