
Ripon and Lower Dales Methodist Circuit
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www.riponlowerdalesmethodists.org.uk

Circuit Admin Support

Submit your completed application form to 
rldfinance@outlook.com 

CLOSING DATE

INTERVIEW DATE

1st September 2023

13th September 2023



Job Description





Person Specificaiton





Disability:  Please let us know if you require adjustments making to any aspect or part of the
application process and provide us with any information that you feel to be 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. Be assured
that we will be supportive at all times in discussing reasonable adjustments during the
application and recruitment process.

Entitlement to work in the UK: Any job offer that we make to you will be conditional and 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. Should you be unable to demonstrate such
permission any offer will be withdrawn. 

Experience, skills, knowledge, and abilities: The person specification lists the minimum
expected requirements for this post. When shortlisting, the selection panel will only consider
information that is contained in your application form and assess this against the person
specification that you received. They are unable to make assumptions about your previous
experiences or the nature of the work that you have done from a list of job titles. It is important
therefore that you clearly demonstrate how you meet the requirements. 

References: As standard, all job offers remain conditional on the receipt of three satisfactory
references. One should be from your current or 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. Please note that all referees should be able to comment on
your suitability to undertake the role.

Criminal convictions: Anyone who applies to work with the Ripon and Lower Dales 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 but this will depend on
the type of job that you have applied for and the nature of the work that the job involves.

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.

Feedback and complaints: We aim to treat all applicants fairly at every stage of the recruitment
process. We have a duty to ensure that everyone is treated in a non-discriminatory way and we
monitor the recruitment and selection process. We hope that you feel that you have been
treated fairly, even if you do not get the job. We welcome your feedback to help us with the
development of our recruitment and selection process and ask that you send any comments or
suggestions to hr@yorkshirenemethodist.org

Guidance Notes



Opportunities to work at the Ripon & Lower Dales Methodist Circuit
do not come around very often. We are actively seeking to appoint
a part-time Circuit Admin Officer.

To arrange an informal conversation about the role before making application
please do contact myself by email at rldfinance@outlook.com

Submit completed application forms to rldfinance@outlook.com before midday
on 1st September 2023.

We want to keep the application process as straightforward and transparent as
possible. Applications that match the experience and skills as 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
13th September 2023. 

For information about how we use, store and retain data under the General Data
Protection Regulations (GDPR) 2018, please visit: https://www.tmcp.org.uk/
about/data-protection/managing-trustees-privacy-notice

I look forward to hearing from you,
Diane Ashby

Next Steps & 
Important Dates

CLOSING DATE

SHORTLISTING DATE

INTERVIEW DATE
ANTICIPATED START

1st September 2023

13th September 2023
6th September 2023

TBC


