Job Pack

For the post of Centre Manager/Administrator
at Wesley Hall, Harrogate, HG1 1PP.

www.wesleycentreharrogate.org.uk
Wesley Centre
Oxford Street, Harrogate, HG1 1PP
Charity Number: 1168825

The Wesley Centre is under the auspices of Nidd Valley Methodist
Circuit engaging with local communities and offering a friendly
place of welcome, acceptance, support, and refreshment.
The centre is responsible for overseeing the effective running of the estate of Wesley
Centre buildings, promoting their use for Christian and secular events. We provide a
key concert venue in the town with one of the best grand pianos available locally.
The centre is home to the Wesley Chapel worshipping congregation, whilst Harrogate
Homeless Project occupies the lower hall and adjoining Wesley House and the old
Sunday school rooms in Cheltenham Parade are presently let to Jinnah’s Restaurant
and Harrogate International Festivals respectively.
We are seeking to appoint somebody who is able to bring together our management
and administrative functions, working with our Premises Manager, to ensure the
premises are well maintained and available, to network and to grow the number of
lettings of the space, to work closely in relationship with the our key partners in
Wesley Chapel and to provide a basic administrative support to the work.
Completed applications are to be received before midday on September 28th by
email to hr@yorkshirenemethodist.org and for those applicants successful during
our shortlisting process an interview time on October 5th will be offered.
In the interim, if you have any questions about the post, please do not hesitate to
contact myself by email in the first instance at revbclowes@gmail.com
Rev Ben Clowes
Superintendent Minister
Nidd Valley Methodist Circuit

Job Description

Person Specification

Guidance Notes

Disability: Please let us know if you require adjustments making to any aspect
of the application process or provide us with any information you feel relevant
whilst we consider your application. If you are selected for interview we will ask
if you have any access needs or if you require any reasonable adjustments to
be made for the interview. Please be assured that we will be supportive in
discussing reasonable adjustments at all stages of the recruitment process.
Entitlement to work in the UK: Any job offer will be subject to confirmation that
you are permitted to work in the UK in accordance with the provisions of the
Asylum and Immigration Act 1996. You will be asked to provide evidence of your
entitlement to work in the UK if an offer of employment is made.
Experience, knowledge, skills and abilities: The person specification lists
minimum requirements for this post. When shortlisting, the selection panel will
only consider information contained in your application form and assess this
against the person specification. They cannot make assumptions about the
nature of the work you have done or your experience from a list of job titles so it
is important that you demonstrate how you meet the requirements.
References: All job offers are conditional on the receipt of three satisfactory
references. One should be from your current or your most recent employer, the
second from a previous relevant work experience and the third from someone
who knows you in a work related, voluntary or academic capacity (noting that
all referees should be able to comment on your suitability to the role.)
Criminal convictions: Anyone who applies to work with the Nidd Valley
Methodist Circuit will be asked to disclose details of unspent convictions during
the recruitment process. Having a criminal record will not necessarily bar you
from working for us however it is obvious that this depends on the type of job
that you have applied for and the nature of the work involved.
Data Protection: The information you provide on both the application and EDI
form will be held in the strictest confidence. We process this information in line
with our privacy policy. If you succeed in your application for employment, the
information will be used in the administration of your employment with us. By
completing and signing the accompanying application form we assume that
you agree to the processing of your personal data as described above in
accordance with our privacy policy.

Next Steps
Our landmark building in its central location allows us to engage
with the community in many ways by connecting with voluntary
services, charities, businesses and other organisations.
For an informal chat about the role before submitting an application please contact
myself (by email in the first instance) at revbclowes@gmail.com
Please submit completed application forms to hr@yorkshirenemethodist.org
We want to keep the application process as straightforward as possible and ask for
completed application forms to be retuned before midday on September 28th 2022.
Applications that match the experience and skills detailed in the person specification,
and which demonstrate relevant knowledge and experience in response to the
questions asked, will be invited to an interview on October 5th 2022.
For information about how we use, store and retain data under the General Data
Protection Regulations (GDPR) 2018, please visit our website and read our Privacy
Policy at https://niddvalleymethodist.org.uk/privacy-policy/
Please contact hr@yorkshirenemethodist.org if you have any other questions or
should you require clarification on any of the information contained within this pack.

Important Dates
CLOSING DATE

28th September 2022

INTERVIEW DATE

5th October 2022
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