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JOB DESCRIPTION
	Job Title:	[image: ]
	Pod Co-ordinator

	Location:
	Cheap Street Methodist Church Sherborne

	Responsible to:
	The Lay Employee will be employed by the Dorset South & West Circuit and will be under the supervision of The Minister with pastoral charge of Cheap Street Church

	Responsible for:
	Volunteers



Purpose and Objectives:
To co-ordinate the running of the POD project. To be responsible for recruiting, rostering and supporting volunteers at the Pod, which is the interface between the church and the community in Sherborne.  This is a project of Cheap Street church in conjunction with Sherborne Churches Together.  It is a community and church partnership.
Main Responsibilities:
1. [image: ]To coordinate the Pod project in Sherborne in conjunction with the Pod Management Team ensuring good communication. This is a community and church partnership.
2. Recruiting and managing volunteers, arranging rotas for the Pod. Offering at least 3 sessions per week on the rota, covering other sessions where necessary and being a regular presence in the POD, supporting volunteers and clients. Finding volunteers in the event of sickness/unavailability.  Ensuring volunteers feel valued, supported and trained. Undertaking two shifts per week at the Pod to work alongside volunteers/cover sickness.
3. To build the profile of the Pod in the town and relationships amongst strategic community and church groups. This includes managing the partnerships with the local council for the provision of the Sherborne Community Fridge, managing the ‘Shop Window display’, and other local charities and organisations working with the POD. 
4. Guiding and directing volunteers to receive and sort charity donations to the POD, taking overall responsibility for ensuring stock levels are maintained and that the space is not overwhelmed with donations. 
5. Be prepared to have faith discussions and offer prayer to visitors or volunteers as appropriate.
6. Alongside volunteers to appraise and review initiatives set up and activities undertaken and change where necessary the action and focus of work after consultation with, and agreement, from the management group.
7. Point of contact for Sherborne Foodbank and Food Larder.  Ensure quality and availability of food in accordance with those initiatives.
8. To manage and administer an agreed budget to enable ministry to develop
9. To work with other community groups to ensure that window displays are varied from time to time.
10. To prepare reports on behalf of the Management team as required, ensuring the collation of relevant information. This includes the monitoring of the numbers of visits and support given to visitors of the POD, noting engagement within the various areas of work the POD engages with. 
9.  Ensure tidiness and cleanliness of all areas of the Pod, making sure posters are up to date and ensuring that donations are collected regularly. Bank monies donated as required.  Order stock items bibles/consumables as required.
10.  To work with the Minister and the Church Safeguarding Officer to ensure compliance with the Churches' Policy on Safeguarding and creating a safe space for all. Following Safer Recruitment principles to appoint all volunteers. Providing appropriate training for new volunteers. 
11. Liaise with the POD Treasurer on all financial aspects of the project, including donations received and any bills that need to be paid through the POD account. 
12. To undertake any other related duties, identified by the minister as are within your capabilities and level of responsibility, to meet the needs of the church
The Lay Employee will have a line manager whose responsibilities will be to:
· Become familiar with the work of the Lay Employee.
· Equip and offer training and development.
· Work with the Lay Employee to encourage the church to respond to new challenges and opportunities in mission.
· Determine priorities for the work in conjunction with the Management Team and Circuit staff.
· 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.

Terms and conditions:
	Terms of appointment:
	Permanent

	Remuneration:
		£11,091.50 per annum, paid monthly. 
(Hourly rate from January 2026 £14.22)

	Hours of work
	15 hours per week.  The Pod is open Tuesday- Saturday.  Hours to be worked flexibly balancing service and employees needs but with an expectation of at least two days a week free of responsibilities.

	Expenses
	All reasonable expenses will be reimbursed. These will need to be agreed with the line manager first.

	Holiday entitlement
	28 days statutory annual leave entitlement per year (pro-rata for parttime Workers).

	Criminal record clearance
	Appointment will be subject to a satisfactory criminal record clearance.

	References
	Appointment will be subject to satisfactory references

	Probationary period
	Appointment will be subject to the satisfactory completion of up to three month probationary period.





Important reminder:
Everyone who is responsible for recruiting staff and volunteers must first read the Safer Recruitment Policy, and follow the '10 Step Procedure for All Recruitment'. Both documents are available from: www.methodist.org.uk/safeguarding.	Last Date Modified: 09/10/2025
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