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JOB DESCRIPTION
	Job Title
	 Circuit Administrator

	Reports to
	  Superintendent Minister
	Location
	Hybrid – Circuit Office / Home

	 District/ Circuit/  Church
	Southport Circuit 01/36

	Salary
	  £13,478



	Job Purpose and Objectives

	
To provide clerical and administrative support to the Superintendent and Circuit to ensure the smooth running of the day-to-day business of the Southport Circuit.




	

	Responsible to:
	The Lay Employee will be employed by the Managing Trustees of Southport Circuit Meeting and will be line managed by the Superintendent Minister assisted by a Circuit Steward

	Responsible for:
	



	Main Responsibilities

	Administration
· Act as a first point of contact for Circuit churches and enquirers, signposting to other staff where necessary and helping with operational and compliance queries.
· Undertake administration and clerical duties to support the day-to-day operation of the Circuit.
· Develop procedures to ensure efficient and effective administration.
· Responsible for the administration of circuit meetings, such as Circuit Leadership Team, The Circuit Meeting and Treasurers Meeting, as and when required.
· Facilitate Circuit events.
· Manage correspondence and communications for the Superintendent.
· With the Leyland Road church administrator ensure the Circuit office is open and accessible during set office hours.
· Support the preparation and distribution of the Circuit Preaching Plan.
· Maintain the annual co-ordination, production, printing and distribution of the Circuit Directory.
· Collate information and notify local officers with regards to regulatory inspections, returns, statistics, and property schedules.
· Oversee the revision of church policies and notifying the policy writer.
· Following the Methodist Church lead share changes of policy within the Circuit to ensure adherence to statutory regulations and good practice.
· Procure Methodist resources as required for the Circuit.
· Assist Ministers with the production of service resources.
Communications
· Work with the IT officer and church administrator to develop and manage a Circuit Communications Strategy.
· Ensure information from District, Connexion and other stakeholders is shared across the Circuit as appropriate.
Compliance
· Ensure effective record keeping relating to lay employment matters across the Circuit.
· Provide assistance to individual churches in completing returns as and when required.
· Ensuring adherence to document retention schedules and archiving as appropriate.

Safeguarding

· Act as a Safeguarding verifier for DBS disclosure applications on behalf of the Circuit.

Any other duties and responsibilities, identified by the Superintendent Minister or their appointed deputy, as within your capabilities and level of responsibility, in order to meet the needs of the circuit.



	Terms and Conditions

	Terms of appointment: Initially 3 years contract until 2029 with a possible extension depending on sufficient funds.
The salary will be £13,478.00 per annum.
Normal working pattern will be 16 hours per week. Flexibility will be required as the role will sometimes involve evening meetings.
Opportunities for study and training as required.
All reasonable expenses agreed with the line manager will be reimbursed and a small allowance given for on-going training.
At least one day free of responsibilities each week.
28 days statutory annual leave entitlement per year (pro-rata for part-time workers).
Appointment will be subject to a satisfactory Standard Disclosure and Barring disclosure.
Appointment will be subject to satisfactory references
Appointment will be subject to the satisfactory completion of a 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.
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 Person Specification

	Training and Qualifications
	Essential
	Desirable
	Method of Assessment 

	Good standard of education (educated to at least GCSE level in English and Mathematics).
	Yes
	
	A

	Professional qualification in business administration or similar.
	
	Yes
	A

	Knowledge, Skills and Experience
	
	
	

	Previous experience in an administrative or office role.
	Yes
	
	I

	Strong IT, spreadsheet and database skills, proficient in the use of Microsoft Packages, or willing to learn. 
	
	      Yes
	I, E, P

	Experience in using Churchsuite or similar package
	
	Yes
	I, P

	Minute taking (digitally or by hand)
	Yes
	
	I

	Understanding of, and a willingness to work within, GDPR polices and procedures. 
	Yes
	
	I, P

	An understanding of website management.
	
	 Yes
	I, P

	Good knowledge of social media platforms and how they might be used to develop and enhance communication and engagement across the Circuit.
	     
	       Yes
	           I, P

	Qualities and Aptitudes	
	
	
	

	Excellent interpersonal skills with a professional 'can do' attitude.
	        Yes
	
	            I

	Strong attention to detail in presentation of work and ability to clearly understand complex issues.
	Yes
	
	I, P

	Able to react and adapt positively to changing priorities in order to meet the current and future needs of the Circuit.
	Yes
	
	I

	An active listener, friendly and sensitive, able to work with compassion.
	Yes
	
	I

	Able to develop and maintain appropriate boundaries, demonstrating integrity and a commitment to and understanding of confidentiality.
	Yes
	
	I

	Able to work with competing priorities with excellent organisation skills.
	Yes
	
	I

	Able to organise and independently manage workload and work effectively both within a team and individually with minimum supervision.
	Yes
	
	I

	Able to establish and develop positive and trusted relationships with a diverse range of stakeholders, both internal and external to the Church.
	Yes
	
	I, P

	Able to identify opportunities to improve and streamline processes.
	
	Yes
	I

	Any Other Requirements
	
	
	

	Supportive of the aims and ethos of the Methodist Church.
	        Yes
	
	             I

	Aware and sensitive to issues of equality, diversity and inclusion.
	Yes
	
	I

	Committed to embed and promote good practice with safeguarding, GDPR and Data Protection, in line with Methodist policy.
	Yes
	
	I

	A flexible approach to working in response to the evolving needs of the Circuit and the wider Methodist Church.
	Yes
	
	I

	A willingness to be an active participant in relevant communities of practice.
	Yes
	
	I

	Driving licence, with the ability to travel to locations cross the Circuit.
	Yes
	
	I

	A satisfactory DBS disclosure
	Yes
	
	DBS

	
	
	
	



A: Application form; I: Interview; Q: Proof of Qualification; P: Presentation; E, Exercise









APPLICATION FORM

Please read these notes carefully before you complete the application form.

Thank you for expressing interest in a post within the Southport Methodist Circuit. These notes are intended to help you complete the application form.  Please read them carefully before you start to fill in the form. We look forward to receiving your application.

· You should also have received a copy of the job description and person specification.  These documents describe to you what the job will involve and what we need from the person who is appointed. Think carefully about the information in the job description and person specification, and consider what experience you have that would equip you for this post.
· We are inviting you to give us information that will allow us to assess how closely you meet the requirements of the person specification.  You may draw on all aspects of your life: education, employment, voluntary work, church, interests, and home life, for example.
· Do not think you have to fill in all the space below each question.  You may find you wish to answer one question more fully than another.  You may use a separate sheet of paper if you need to write more than the form provides space for.
· Try to provide evidence or give examples of how you can meet the requirements of the job description and the person specification.
· Your personal information will be removed and will not be submitted to the interviewing panel. 
· Our policy on references is that we cannot accept references from relatives or members of the family. At least one referee must be your line manager from your most recent employment.
Data protection statement
· The information that you provide on this form will be used to process your application for employment. We process this information in line with our privacy policy https://southportmethodist.org.uk/privacy-statement/.
· If you succeed in your application for employment, the information will be used in the administration of your employment with us. 
· By signing this application form we will be assuming that you agree to the processing of your personal data (as described above), in accordance with our privacy policy https://southportmethodist.org.uk/privacy-statement/.



	1. PERSONAL DETAILS – CONFIDENTIAL 

	This will be held by the Southport Methodist Circuit before circulating the application form for shortlisting. Items marked with * must be completed.

	Post applied for:  
	[bookmark: Text96]     

	Reference No: 
	     

	Where did you hear about the post?
	     

	
	

	Title:                                                                   
	[bookmark: Text109]     

	Surname: (Block letters) 
	[bookmark: Text110]     

	First names: 
	[bookmark: Text100]     

	Address: (Block letters) 

	     

	
	     

	
	     

	Post Code:
	     

	Telephone number:
			   
	Home:                  
	     

	
	Daytime: 
	[bookmark: Text106]     

	
	Mobile: 
	[bookmark: Text107]     

	E-mail address: 
	[bookmark: Text108]     

	National Insurance Number:
	     

	

	WORK PERMIT*:  Please be aware that under Sections 15 to 25 of the Immigration, Asylum and Nationality Act 2006 (Immigration, Asylum and Nationality Act 2006 (legislation.gov.uk), it is a criminal offence to employ anyone who is not entitled to live or work in the United Kingdom. Applicants will be asked to provide proof of their employable status before the District/Circuit/Church can confirm any offer of appointment e.g. Passport or birth certificate.

Are there any restrictions on your right to work in the UK? Yes  |_|          No  |_|

[bookmark: Text111]If yes, please state restrictions and the expiry date of any permissions.      

	The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account. Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website.
[bookmark: Check5][bookmark: Check6]Do you have any Criminal Convictions not “spent” under the Rehabilitation of Offenders Act 1974?  |_|  Yes    |_| No
If yes, please supply further details:      

	EQUAL OPPORTUNITIES:  

In order to assist us to monitor and evaluate the delivery of our vision for diversity and equality, we would appreciate it if you will complete the enclosed equality and diversity monitoring form. The information provided will be used for statistical purposes only and your assistance in completing this questionnaire will be appreciated.

















[image: ]

APPLICATION FORM
	Applicant To Complete

	FULL NAME
	     

	POST TITLE
	Circuit Administrator

	METHODIST CHURCH/CIRCUIT
	Southport Circuit

	CIRCUIT NO. (IF KNOWN)
	36

	DISTRICT
	1

	CLOSING DATE
	14th September 2026

	Please return the completed form to:
	Southport Methodist Circuit
C/o 20 Aspen Gardens
Southport
PR8 6DZ
e-mail: brrystwrt@outlook.com
Telephone: 07919152006




	For Office Use Only

	Date Received
	

	Application No
	

	Special needs at Interview
	

	Shortlisted
	Yes |_|        No |_|

	Appointed
	Yes |_|        No |_|







	1. 
EMPLOYMENT HISTORY
List all employers starting with your present or most recent first.  Please account for any gaps in employment. 


	Name and Address of Employer
	Position Held and Brief Description of Duties (optional)
	From   To
Month/Year
	Reason for Leaving

	[bookmark: Text62]     
	[bookmark: Text67]     
	[bookmark: Text69]     
	[bookmark: Text71]     

	[bookmark: Text73]     

	[bookmark: Text74]     
	[bookmark: Text75]     
	[bookmark: Text76]     

	[bookmark: Text77]     

	[bookmark: Text78]     
	[bookmark: Text79]     
	[bookmark: Text80]     

	[bookmark: Text81]     

	[bookmark: Text82]     
	[bookmark: Text83]     
	[bookmark: Text84]     



	
 Please note here any employment that you would continue with if you were successful in obtaining this role.




	2. 


EDUCATION AND TRAINING
Please look at the Essential and Desirable requirements in the Person Specification and list details of any Education and Training, which you consider to be relevant.  Please be precise about awarding bodies, grades, types of membership and dates.

	Qualification 
	Date Obtained 
	Grade and Membership Number (if applicable)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	
3. PROVEN ABILITIES
Please use this section to demonstrate how you feel you meet the Essential and Desirable requirements of the Proven Abilities section of the Person Specification. 

	[bookmark: Text112]     















	
4. SPECIAL KNOWLEDGE & SKILLS
Please use this section to demonstrate how you feel you meet the Essential and Desirable requirements of the Special Knowledge and Skills section of the Person Specification. 

	     















	
5. ANY OTHER REQUIREMENTS
Please use this section to demonstrate how you feel you meet the Essential and Desirable requirements of the Any Other Requirements section of the Person Specification. 

	     















	6. ADDITIONAL INFORMATION
You are welcome to give additional information, which may be entered, in the space below.

	[bookmark: Text97]     

























	7. 
REFERENCES
Please give the names, postal & email addresses, and telephone numbers of three referees who can broadly represent your professional work and personal interests.  This should include your current or most recent employer and may include your minister if relevant.  

	1.

	Name:
	[bookmark: Text101]     

	Position:
	[bookmark: Text102]     

	Organisation
Name and Address:
	[bookmark: Text103]     

	Email:
	[bookmark: Text104]     

	Telephone:
	[bookmark: Text105]     

	2.

	Name:   
	     

	Position:
	     

	Organisation Name and Address:
	     

	Email: 
	     

	Telephone:  
	     

	3.

	Name:   
	     

	Position:
	     

	Organisation 
Name and Address:
	     

	Email: 
	     

	Telephone:  
	     

	It is our practice to approach referees of shortlisted candidates only.  
I give*/do not give* my consent to references being sought in conjunction with my application for employment.
*(delete as appropriate)


	8. I declare that the information contained in this form is true and accurate.  I understand that if it is subsequently discovered that any statement is false or misleading, I may be dismissed from employment. I understand that any offer of employment is subject to the Southport Methodist Circuit being satisfied with the results of relevant checks including references, eligibility to work in the UK, criminal convictions, probationary period and a medical report (in line with the operation of the Equality Act 2010).

[bookmark: Text48][bookmark: Text49][bookmark: Text50][bookmark: Text51][bookmark: Text52][bookmark: Text57][bookmark: Text58][bookmark: Text59][bookmark: Text60][bookmark: Text61]Signature:                            Date:                          



Last updated: February 2023
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