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JOB DESCRIPTION

JOB TITLE

Mission Development Co-ordinator 
           
(This post is subject to external funding and will be contracted on a Fixed-term basis for 18 months in first instance)
LOCATION


Home based within Scotland
RESPONSIBLE TO
Management Coordinator and ultimately Board of Trustees. 
_____________________________________________________________________

INTRODUCTION  

The ministry of Prospects Across Scotland is with people with learning disabilities and supporting churches to be inclusive.
JOB PURPOSE

To promote and support the ministry of Prospects Across Scotland, working closely with the Coordinator and the Board of Trustees by

1. Raising awareness in churches and beyond of the needs and gifts of people with learning disabilities and the support Prospects Across Scotland can offer. 
2. Establishing new church-based groups

3. Training and development
4. Planning and running events   

5. Networking 

6. Working efficiently on organisational matters
JOB RESPONSIBILITIES
1. Raise awareness

For example

· take part in church services to promote the work of Prospects Across Scotland 
· actively seek out opportunities promote the work of PAS to relevant groups 

· by delivering presentations 

· by contributing to PAS social media platforms and newsletter 
· by preparing and displaying publicity and resource     

· materials

· by staffing stalls at conferences and exhibitions. 
· by planning Prospects Across Scotland events

· by sharing knowledge and developing expertise where opportunity arises
2. Establish and develop training for new church-based ministry groups 

· respond to enquiries from churches. 
· act in a support role following initial set up sessions

· establish links between new and existing groups for initial additional support

      eg through prayer partnerships, visits etc 
3 Training and Development

· Ensure that people with learning disabilities have an active voice in all aspects of Prospects Across Scotland

· Promote and deliver training to churches who wish to promote inclusion

· Provide opportunities for skills training and refreshment for new and existing group leaders and helpers

· Develop existing and new training and publicity material
4. Planning and running events 

· Lead, contribute to or facilitate Prospects Across Scotland celebrations, ministry events, holidays or holiday weekends as agreed 

· Preach or present Biblically based talks at Prospects Across Scotland celebrations or church services/ meetings. 
5. Networking

· Develop links with organisations across Scotland that are relevant to the lives of people with learning disabilities
· Represent PAS on committees of such organisations as opportunity and time constraints allow

7. Organisational Matters

· Adhere to the policies and procedures of PAS.
· Meet for regular supervision as arranged by PAS. 

· Serve on PAS working groups as required.

· Engage in continuous self-development of skills, eg  Makaton 

· Carry out admin tasks and limited financial activities. 

ANY OTHER DUTIES
a. To undertake any other reasonable duties connected with the post as may be required.
Under the Equality Act 2010, Schedule 9, this post has an occupational requirement to be a Christian. The successful applicant will be committed to the mission, ethos, aims and objectives of Prospects and will be able to demonstrate clear evidence of Christian commitment.

This job description is not intended to be exhaustive but merely a guide to the main areas of responsibility. Any substantial changes to this job description will be discussed fully with the post holder.



                                                                    
PERSON SPECIFICATION

JOB TITLE               Mission Development Co-ordinator 
           for 18 months in first instance 
LOCATION

Home based within Scotland

RESPONSIBLE TO
Existing Coordinator and ultimately Board of Trustees. 
.   

	
	Essential
	Desirable

	Education / Qualification
	
	Higher Level Education or equivalent.

	Experience
	Public speaking

Developing Training Resources

Training delivery
	Working with / ministry among people with disabilities and or autism
Volunteer Management

Lone/home working

	Skills / Abilities
	Strong communicator-good presentation skills-verbal and written.

Leadership and interpersonal skills

· Diplomatic

· Influencing

· Enabling

· Facilitating

· Volunteer Delegation

· Motivating
Planning, organising and management skills

· Computer literate/willingness to learn new software as required

· Numerate/accurate financial recording

· Problem solving

· Able to prioritise & manage own workload and some admin tasks
· Good time management

Commitment to work within organisational guidelines and to corporate objectives
	Knowledge of the charity sector

Understanding of the church in Scotland

Ability to produce easy-read material

Knowledge of / willingness to learn Signalong / Makaton 

	Personal Qualities
	A committed Christian, with evidence of a personal relationship with Christ - able to demonstrate an active Christian life, in particular a prayer life

Self Starter

Clear thinker

Able to work under own initiative

Good interpersonal skills

Good listener - empathetic to the needs of others
	

	Job Requirements
	Full UK driving license and access to a car

Able to travel throughout Scotland.

Availability to work evenings / weekends and overnight stays as required

Home working with access to workspace & storage area for equipment and resources

Ability to transport equipment and resources

Existing member of a PVG Scheme or agreement to be enrolled. 
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