Circuit Property Co-ordinatorLINCOLN CIRCUIT

Job description 
 	


Job title:	Circuit Property Co-ordinator

Employing Body:		Lincoln Circuit

Location:	Office based at Burton Road Methodist Church, Lincoln LN1 3LW, with some travel to other locations across the Lincoln Circuit.

Responsible to: 	Employed by the Managing Trustees of the Lincoln Methodist Circuit and line managed by a designated member of the Circuit Leadership Team.

Responsible for:	Giving support to the Circuit Administrative Support Officer, relating to any property administration tasks

Working with:                       Circuit and Church Trustees, solicitors, letting agents, Trustees for Methodist Church purposes (TMCP), District Property Secretary, contractors and professional advisers eg architects.


Purpose of the Role:
To assist Circuit and Church Trustees to fulfil their trustee duties with regard to property management in order that ministerial staff and members can focus on the priorities of worship, learning & caring, service and evangelism. 


Main Duties:
1.1 Property Management: 
Oversee the maintenance and management of buildings under the control of the Circuit, including: 
i. Plan for and arrange required regular maintenance of circuit properties together with required circuit property checks such as gas, electric, alarms fire extinguishers etc. Include maintaining necessary records in the logbooks relating to circuit properties.
ii. Ensure that quinquennial inspections of all Circuit properties are undertaken by a suitably qualified surveyor, with results reported to the Circuit meeting and District property secretary.
iii. Assist the Circuit leadership team and church officers to implement a ten-year property development plan for church premises across the circuit.
iv. Oversee maintenance and suitability of all manses in conjunction with the manse stewards and liaise with letting agents, as appropriate about any manses currently retained but not needed to house ministers.
v. To assist Circuit stewards in deciding the best way of maximising the most appropriate use of manses not currently required to house ministers, and other property not used primarily for mission.
vi. Manage the purchase and disposals of manses and church buildings, when necessary. 
vii. Ensure that consent is obtained via the online consent system, when necessary, for all properties held in the name of Trustee for Methodist Church Purposes. 
viii. Work with the Circuit and churches towards implementing changes to achieve the net zero 2030 target set by the Methodist Church.


1.2   Support local churches as trustees for their church buildings, including:
i. Liaising with local churches when they are struggling with having the capacity or expertise. Eg with requirements highlighted by the quinquennial report.
ii. providing support relating to issues connected with property maintenance, including contractual arrangements for utilities and legally required checks.
iii. Assist in implementing, understanding and prioritising improvements required to make the church premises fit for missional needs.

2 Project management: 
2.1 [bookmark: _Hlk199975320]    Support the circuit and churches in implementing projects, eg property, 
systems and procedures, and governance, where local church members lack expertise. 
2.2 Support to be provided will depend on specific circumstances, these may include project management, liaising with professional advisors and identifying funding sources. 
2.3 Ensure the circuit and churches are meeting legislative and Methodist Church compliance requirements relating to property.

All roles within the Circuit carry with them the responsibility to take the safeguarding of children and adults seriously, whether or not they have direct contact with them and any concerns that arise within the role should be reported as per the Lincolnshire District Safeguarding Policy 2025.

Terms and Conditions:
· Terms of appointment: Permanent (funding is currently secured for the first three years.)
· Normal working pattern: 20 hours per week generally worked over three/four  days (but additional flexibility is needed as occasional evening work and/or Saturday work can be required). 
· The salary will be in the range of  £18,000 to £20,000 subject to relevant experience and  qualifications (annual equivalent of £33,300 to £37,000). 
· All agreed 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.
· The annual leave entitlement will be a part time equivalent of 33 days (working days and bank holidays) per year
· Appointment will be subject to satisfactory references.
· Appointment will be subject to the satisfactory completion of a six-month probationary period, with a review after 3 months.
· Notice Period: 3 months.

Management:
Responsibility for management/support will be given by: 
· The Line Manager designated by Circuit Leadership Team (supervision of work programme and day to day line management accountability and supervision).
· Employment responsibility is the Managing Trustees through The Circuit Meeting.
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