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DIOCESAN BOARD OF FINANCE
Job Description and Person Specification

[bookmark: _Hlk114230455]
	JOB TITLE
	Lay Training Support Officer

	LINE MANAGER
	Adviser for Lay Ministry 

	SALARY
	£33,250 pro rata

	HOURS
	14 – 17.5 hours 

	DURATION
	This is a temporary contract for a half time role, due to time limited funding

	LOCATION 
	Diocesan Office, Hillside House, 1500 Parkway North, Stoke Gifford, Bristol, BS34 8YU
There will be a regular need for working out of normal office hours working (evenings and Saturdays) in order to deliver training. 
The role will involve travel throughout the Diocese Travel expenses will be reimbursed in line with the Diocesan Expenses Policy.



	JOB SUMMARY

	To deliver training to lay people and lay ministers, especially looking to develop and support new locally commissioned lay ministries, particularly in leading small groups, pastoral care, and evangelism.  To support the training of Licensed Lay Ministers before and after licensing, including developing materials for funeral ministry.



	KEY RELATIONSHIPS 

	· Lay people, Licensed Lay Ministers, and volunteers in churches of the Diocese of Bristol
· Mission and Ministry Support Team
· Other Diocesan Support Services staff, especially Safeguarding Team and Transformation Team
· Priority Community Network
· Archdeacons team
· Clergy and Area Deans



SAFEGUARDING
The Diocese of Bristol is committed to safeguarding, safer recruiting practice and promoting the   welfare of children, young people and vulnerable adults and expect all staff and volunteers to share this commitment. 

	MAIN RESPONSIBILITIES 

	DELIVER TRAINING FOR LAY PEOPLE
· Deliver training with a particular focus on leading small groups, pastoral care, and evangelism
· Test and feedback on new training modules and courses including the new Exploring Ministry course.
· Develop materials for Licensed Lay Ministers who wish to offer funeral ministry.
· Help embed a culture of training and development for lay people and lay ministers in the Diocese of Bristol
· Enable quality assurance to be a key part of the training offer 


	TRAIN TRAINERS
· Assist the Adviser for Lay Ministry to discern and enable lay people to lead training
· Design and lead training for trainers on agreed modules and courses
· Establish a regular and sustainable team of trainers for locally commissioned lay ministries
· Support, develop and offer feedback to trainers


	SUPPORTING LAY MINISTRY
· Be an advocate for lay ministry in the Diocese of Bristol
· Support the work of the Adviser for Lay Ministry in providing accessible training and development for lay ministers
· Support the delivery of new forms of lay ministry and the discernment of lay ministers


	OTHER
· Regularly attend the Mission and Ministry Support Team meetings
· Play a full part in the work of the Mission and Ministry Support Team, including Team meetings and sharing electronic calendars.
· Support other colleagues in the Mission and Ministry Support Team, contribute to the wider work of the Team
· Work collaboratively with other colleagues within the Diocese and support wider work as requested and agreed with your line manager







	LAY TRAINING SUPPORT OFFICER PERSON SPECIFICATION
To enable us to shortlist in a fair and unbiased way it is helpful if you provide us with sufficient information to demonstrate how your skills and experiences meet or exceed the criteria outlined in the vacancy description.


	Attributes
	Essential 
	Desirable 

	Experience 
	· Experience and proven ability in delivering training
	· Experience of ministry within the local church
· Experience of ministry within the Church of England at parochial level
· Experience of working with and supporting lay ministers in the Church of England

	Education/ Qualifications 
	· A qualification in teaching or significant experience in this area
· A qualification at degree/diploma level or experiential learning at this level 

	· A qualification in Theology 

	Skills/ Ability 
	· Ability to build working relationships across a wide range or individuals, teams and organisations
· Excellent oral and written communication skills
· Proven ability to work collaboratively in teams
· Ability to travel around the Diocese of Bristol

	· Ability to use video platforms in training

	Personal 
	· Enthusiasm for engaging with people and their stories of faith and ministry 
· Team worker who is supportive of others 
· Can-do attitude and good-humoured 
· A practicing Christian 
· Supportive of the Christian objectives and ethos of the Diocese of Bristol 

	· Able to work within a changing environment, adapting practices and processes to support the organisation.
· A passion for making a difference 


Date: October 2025
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