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DIOCESE OF WORCESTER

Mission and Ministry Team Administrator (0.5 FTE)
JOB DESCRIPTION

Main Purpose of the Job:
To support the work of the Director of Mission and Ministry and the wider Mission and Ministry Team by providing excellent administration. 
Background:

The MMT conducts a wide range of activities including education for discipleship, vocational discernment and initial training for lay and ordained ministries and continuing ministerial development for licensed and ordained ministers.

The successful applicant will work with colleagues in the Mission and Ministry Team to further the Diocesan vision to “grow as Kingdom People, sharing the good news of Jesus’ love in Worcestershire and Dudley through churches that are growing in health and sustainability”. In pursuit of this vision, we have recently launched a Diocesan Transformation Strategy, which will run until 2030, and which focuses upon priorities which will bring about the growth of healthy and sustainable churches across the diocese. The MMT is tasked to work towards the underpinning priority “Equipping Ministers for Mission” by developing and delivering vocational, training and learning opportunities that will support the growth of healthy and sustainable churches across the diocese.

The Mission and Ministry Administrator will provide key support to the MMT. Most members of the team work part-time: the administrator will support them by developing excellent administration systems which enable other team members to focus on key aspects of their own roles, including by providing personal support to the Director of Mission and Ministry. The MMT will look to the administrator to find ways of enhancing efficiency and effectiveness in the MMT’s operations, within a diverse and collegial team ethos.

Accountable to:

Director of Mission and Ministry

Key Relationships 
Clergy Development Officer (0.5 FTE)

IME 2 Officer (0.3 FTE)

Discipleship and Lay Training Officer (FT)

Diocesan Director of Ordinands (0.7 FTE)

Events Administrator

Principal Tasks 
Parish and Team Support

· Be a first point of contact for enquiries from our parishes, referring to colleagues as required

· Support the Director of Mission & Ministry with team management and strategic project development – e.g. diary planning, writing documents, supporting routine communications 

· Develop accurate and effective electronic administration systems across the MMTs areas of work, including tracking of participants in training events, record-keeping, and capture of evaluation data

· Support team colleagues (specifically the Clergy Development Officer, IME2 Officer and Discipleship & Lay Training Officer) in administration and communications relating to their areas of responsibility 
· Assist with training event planning and support on-the-day
· Compile and distribute meeting agendas, take and distribute minutes and coordinate follow-up actions

· Keep up to date with statutory guidance (particularly GDPR) and update the team and processes as necessary 
· Make changes and updates to the MMT’s areas of the diocesan website when directed 

· Liaise and work collaboratively with other staff in the Diocesan Office, the Bishops’ Offices, Archdeacons’ Office and Registrar’s Office.

· Play a full part in the Mission & Ministry Team, participating in team meetings.

PERSON SPECIFICATION
The person should meet the following requirements:

Essential Skills / Experience: 
· A highly motivated individual who works enthusiastically and enjoys working with people.
· Have significant administration experience and/or proven transferable skills.
· Have excellent communication skills: confidence, patience and pragmatism when dealing with queries and conflicting demands.
· Have excellent numeracy and literacy skills, and an attention to detail.
· Have excellent IT skills, including Excel and Word to a high standard, and database systems.
· Be able to use initiative and work with a minimum of supervision as well as part of a wider team, able to prioritise workload effectively and efficiently.
· Be able to deal confidentially with personal information and sensitive issues.
· Have sympathy with the aims and values of the Church of England.
Desirable Skills / Experience:
· Experience of or an interest in adult learning
· Experience in working with volunteers

· Experience in working in an administrative capacity in FE, HE or training institutions, especially working with VLE and/or student management systems
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