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JOB DESCRIPTION

Job Title:                                          Westham Centre Co-ordinator 

Lay Employee in the                      Dorset South and West Methodist Circuit	

Location:                                         Westham Methodist Centre, Newstead Road, Weymouth

Responsible to:                              Employed by Dorset South and West Circuit, this role will be line managed by a Circuit Steward. Supervision will be offered by the Westham Centre Management group, who oversee the running, vision and focus of the Westham Centre. This role will work closely with the Westham Centre Community Outreach Worker. 
Purpose and Objectives:

The vision statement for the Westham Centre is: “A centre in the community, for the community, exploring faith together”. This Centre Co-ordinator role will focus on centre management, as well as recruiting, developing, and supporting centre volunteers. Ideally  with Centre Management experience, the Centre Coordinator will  use their administrative and practical skills to oversee the various projects and community hirers of the Westham Centre. The Westham Centre Management group and the Dorset South and West Methodist Circuit will support the Co-ordinator to ensure the smooth operating and continuing development of the Westham Centre as a place of welcome for all people in the community; working alongside the staff team, the managing trustees,  Management Group, partners, volunteers, Centre hirers and external partners within the local community. 

Skills Required: See Person Specification

Main Responsibilities

The Westham Centre
· Facilitate quarterly Centre management group meetings which focus on reflecting on current projects, and developing a strategic plan for continued development of the Westham centre to be a safe place of welcome, inclusion, sanctuary and empowerment.
· Manage the bookings for the Centre to external hirers; ensure hirers can access the building at the time of their booking, and that they are aware of the Centre policies to  manage their safe use of the building. 
· Co-ordinate the running of key Centre projects, including the Foodbank, the Warm Welcome Café ,  Wigglers Parent and Toddler Group and other periodic community outreach projects in conjunction with the Community Outreach Worker and key team members
· Ensure that Health and Safety and Safeguarding policies are reviewed annually, displayed in the centre, and that all hirers of the building are aware of their responsibilities under those policies.    
· Develop and keep the Westham Centre website and Facebook page and other social media accounts up to date, publicising activities on them in accordance with Methodist policy
· Cover reception and reception duties when necessary
· Liaise with  the Centre Management group to monitor the centre budget and seek funding for centre projects.


Volunteers
· Recruit, develop and support the Volunteers in the Centre throughout the week, ensuring there are sufficient volunteers to run the various Centre projects. 
· Work with the Centre Management group to develop clear role profiles for the various volunteering opportunities in the Centre. 
· To be the safeguarding lead. Work with the Circuit Safeguarding Lead to ensure all volunteers are safely recruited including DBS checks and ensuring volunteers  are offered appropriate Methodist Safeguarding training for their role. 
· Co-ordinate the Volunteer rota for the various core projects of the Westham Centre. 
· Work in collaboration with the Community Outreach Worker to support existing projects and develop new ideas and projects supported by the Centre Management group.

Property Management 

· In collaboration with the Centre Management Group manage the day to day work and projects of the Westham Centre. This includes ensuring that Health and Safety, Fire Safety, Safeguarding and GDPR policies are visible and adhered to by all staff, volunteers and hirers of the Centre. 
· Working with the Circuit Property Steward,  ensure that the building and all equipment is in good working order, and compliant with relevant legislation. 
· Attend to minor repairs of furnishings and equipment, and/or where necessary engage local tradespeople and specialists to complete work up to a cost of £250. Ensure that necessary repairs are carried out by appropriate persons according to the policies of the Management Group
· Ensure  that  weekly fire alarm checks are carried out and recorded

General Duties
· Be  prepared to cover/arrange appropriate cover for staff absences at the Centre and its projects
· Attend relevant meetings set up by the Circuit including staff meetings, and supervision meetings.
· Support the vision and mission of the Dorset South and West Methodist Circuit.
· Undertake any other duties and responsibilities, as directed by the Centre Management team, which are within your capabilities and level of responsibility of this role.
· 
Terms and conditions
· £15 per hour – 20 hours per week
· Normal working pattern: (hours include attendance at agreed meetings.)
· Flexible working as agreed with your Supervisor:  but this will normally include working on Mondays 9-3pm and Tuesday – Friday  up to 4 hours per day to be agreed  with the Community Outreach Worker and Centre Management group.   
· This may include attending occasional meetings outside normal working hours.  
· Opportunities for study and for training and attending meetings 
· All reasonable expenses will be reimbursed.  
· There is a contributory pension scheme to which eligible lay employees will be auto enrolled. Lay employees who do not meet the auto enrolment criteria are eligible to join the scheme subject to certain provisions.
· 5 weeks annual leave entitlement (pro rata for part-time workers) plus Bank Holidays or equivalent; some Bank Holidays will need to be covered by arrangement with the Community Outreach Worker to ensure adequate support for the foodbank team
· Appointment will be subject to satisfactory references and employment checks
· Appointment will be subject to a satisfactory Enhanced  Disclosure & Debarring Service (DBS) disclosure.
· Appointment will be subject to the satisfactory completion of a three month probationary period.

Management
The Centre co-ordinator will be line managed by a Circuit Steward and will be  responsible to the Centre Management group and the Circuit meeting.  
Their responsibilities will be to:
· Become familiar with the work of the Lay Employee and the Job Description.
· Work with the Lay Employee to encourage them to respond to new challenges and opportunities.
· Determine priorities for the work.
· Ensure good communications between all the ‘stakeholders’ (groups and networks) involved.
· Monitor and evaluate progress with the Lay Employee, using the Circuit supervision forms, on a regular basis (meetings will ideally take place every 4-6 weeks during the probationary period and quarterly thereafter).
· Ensure that the Lay Employee receives suitable pastoral support.














PERSON SPECIFICATION FOR CENTRE MANAGER & DEVELOPMENT WORKER
	Attributes
	Essential
	Desirable
	Method of Assessment

	Education & Training
	Educated to GCSE level or equivalent
	
	Q A 

	
	
	Further relevant qualifications
	Q A

	Relevant Experience
	
	Experience of managing a community centre
	A I

	
	Experience of working with Church or Community Groups/volunteers/clients 
	
	A I

	
	
	Experience of giving benefits and employment advice 
	A I

	
	Experience of being responsible for property
	
	AI

	
	
	Experience of developing a community project
	AI

	
	
	Experience of managing a website and social media accounts
	AI

	
	
	Experience  and knowledge of the Methodist Church and its structures
	A I

	
	
	Experience of supervising staff and/or volunteers
	AI

	Special Knowledge & Skills
	Excellent communication skills, able to communicate well in person and in writing. 
	
	A I 

	
	Working knowledge of IT systems & equipment, communication, social media. 
	
	A I

	
	The suitable candidate must adhere and have a strong commitment to our Safeguarding Policies, and be willing to undertake any relevant training for the safeguarding of vulnerable children and adults.
	
	

	
	Working  knowledge of property maintenance and management, including relevant Health & Safety regulations, or a willingness to learn
	
	A I

	
	Good organisational skills and the ability to work to deadlines and manage competing priorities
	
	A I 

	
	Open approach to difference. Able to adapt to changing priorities and circumstances
	
	A I  

	
	Able to motivate self and others. Able to work to goals without direct supervision.
	
	AI

	Special Qualities or Aptitudes
	Able to lead and work as part of a team
	
	AI

	
	Able to relate effectively and with compassion to a wide spectrum of people.
	
	A I

	
	Flexibility of working hours for occasional meetings and training days
	
	AI

	Any Other Requirements
	A willingness to work within the inclusive ethos of the Methodist Church
	
	AI

	
	It is an occupational requirement for the person to be a practicing, professing and prayerful Christian (Equality Act 2010)
	
	AI

	
	Applicants must have the right to reside and work in the UK
	
	DI

	
	Satisfactory enhanced DBS checks
	
	DBS Application



Method of Assessment      A – Application Form, D – documentation, I – Interview, W – Written exercise, P – Presentation, G – Group exercise, Q – proof of qualification (certificates or transcripts) TBC – to be confirmed

Other information
The Application form should be returned to Revd John Yarrien by email (john.yarrien@methodist.org.uk)  by 12 noon on Friday 12th June 2026
Requests to visit the Westham Community Centre can be made via appointment with our Circuit Administrator via email: webaymc@yahoo.com 
The interviews will be held in the week beginning …22nd June 2026..at Westham Community Centre.
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