This template document is issued by the Connexional Team and may be used and amended by the Districts/ Circuits and Churches to suit their particular local circumstances. As a minimum text in BLUE font should be adjusted.

SAMPLE JOB DESCRIPTION AND PERSON SPECIFICATION

 - District Equality, Diversity and Inclusion Officer
Job Description
	Job Title
	District Equality, Diversity and Inclusion Officer

	Reports to
	  Job title of Line Manager
	Location
	Of where role will be based

	District:
	       

	Salary

	


	Job Purpose and Objectives

	A simple statement to identify the objective of the job, e.g:

The purpose of this post is to support the District in its intention to value every human being as part of God’s creation and the whole people of God.  Focusing on the distinct communities and groups that the District serves; the post holder will provide advice on equality, diversity and inclusion by collaboratively working across the District, leading on developing, delivering and assessing equality, diversity and inclusion initiatives and activities.   


 


	Responsible to:
	The Lay Employee will be employed by the x District and will be under the supervision of the xxx District Chair.  

	Direct reports:
	[List the Job titles of those who report to the post holder]


	Main Responsibilities

	
Provide details what actually needs to be done, i.e. the duties and expected outcomes, e.g:
· Establish and embed EDI in the life of the District, utilising the Methodist Church’s EDI Theological Underpinning (http://www.methodist.org.uk/ministers-and-office-holders/equality-and-diversity/edi-toolkit).  
· Utilise the District EDI policy (see appendix 1), develop and manage the District EDI action plan leading on and developing initiatives and actions which will encourage inclusion, participation and leadership development.  In addition, scoping out long term and future District EDI aims and needs.
· Manage and or work collaboratively with District EDI groups ensuring that they progress identified actions and aims. 
· Work with the Discipleship and Ministries Learning Network Co-ordinator to develop a plan to deliver the EDI Toolkit across the District. (http://www.methodist.org.uk/ministers-and-office-holders/equality-and-diversity/edi-toolkit).
· Offer accurate, up to date, relevant EDI advice to the District leadership team and District Policy Committee and ensure that District processes and policies comply with equality and human rights legislation.
· Attend District Policy Committee meetings updating the committee on progress, keeping adequate records of contacts and of work undertaken.

· Appraise and review initiatives set up and activities undertaken and change where necessary the action and focus of work after discussion with and agreement from the District Policy Committee.

· Any other duties and responsibilities, identified by the District Chair within the capabilities and level of responsibility for the post holder.



	Terms and Conditions

	Provide an outline of the actual terms and conditions of the appointment:
· Terms of appointment: Permanent / Fixed Term until [insert end date]
· The salary will be: £ xx per annum/per hour.
· Normal working pattern: specify number of hours per week and the set days.
· All reasonable expenses will be reimbursed and a small allowance given for on-going training.  (Note you will not be expected to use a car for this job).
· 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.

· Appointment will be subject to satisfactory references.
· Appointment will be subject to the satisfactory completion of up to three month probationary period.
· 28 days annual leave entitlement per year (pro-rata for part-time Workers). 
· At least one day free of responsibilities each week.
· Appointment will be subject to a satisfactory Enhanced  Disclosure & Debarring Service (DBS) disclosure.

· Opportunities for study and for training.

· Provision of accommodation (Pease refer to the guidance in the Pay and Pension section)



	Management

	The Lay Employee will have a line manager whose responsibilities will be to:

· E.g. Become familiar with the work of the Lay Employee.

· Work with the Lay Employee to encourage the church to respond to new challenges and opportunities in mission.

· 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.




Person Specification
Job Title: District Equality, Diversity and Inclusion Officer
District:      
	
	Essential
	Desirable
	Method of Assessment

	Education & Training

	Educated to a degree level or equivalent (preferably in business or management, community studies or youth studies, human resources, law and legal studies, psychology, public administration, social work, sociology).
	
	
	

	A pre-entry postgraduate qualification in race equality, policy development or equality and diversity may be helpful, especially if you have an unrelated first degree.
	
	
	

	An ongoing interest in the equality and diversity area, up to date with emerging legislation and news.
	
	
	

	Proven Ability

	· a commitment to promoting equality, diversity and inclusion
	
	
	

	· excellent written and oral communication skills
	
	
	

	· cultural sensitivity
	
	
	

	· experience of building relationships with key stakeholders and decision makers
	
	
	

	· the ability to build the trust of community groups
	
	
	

	· negotiation and persuasion skills
	
	
	

	· the ability to work as part of a team
	
	
	

	· conflict-resolution skills
	
	
	

	· self-motivation and an ability to use initiative
	
	
	

	· organisational and project-management skills
	
	
	

	· good report-writing ability
	
	
	

	· presentation and training skills
	
	
	

	· flexibility and the ability to work across all levels and meet changing requirements.
	
	
	

	· advocacy
	
	
	

	Special Knowledge & Skills

	· community issues, tensions and engagement
	
	
	

	· employment law
	
	
	

	· equal opportunities legislation
	
	
	

	Any Other Requirements

	
	
	
	

	
	
	
	

	
	
	
	


Method of Assessment:      A – Application Form, I – Interview, W – Written exercise, P – Presentation, G – Group exercise, Q – proof of qualification (certificates or transcripts)

(We reserve the right to assess any other aspects of the role in a format not previously described)
This document is provided as an example and should be edited in accordance with the requirements of the role. 
Last Date Modified: April 2021

