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Job Description

Project Co-ordinator (0.5)

________________________________________________________________________
Accountable to: 
Board of Trustees

Based: 
        
London

________________________________________________________________________
Purpose

To co-ordinate the implementation of the strategy for CEA and to represent the organisation at appropriate meetings and forums

Objectives:

1. To service the CEA Board of Trustees and Council

2. To draw together the teams necessary for the effective development and  implementation of the agreed strategy so that CEA fulfils its purpose and objectives
3. To be the link person for existing and new partnerships and networks

4. To be the interface between the CEA trustees, Council and the resources provided by Church Army
5. To co-ordinate the promotion of the work of CEA to the church and the client group

Key Tasks

1.
To service the CEA Board of Trustees and Council

· To attend Trustee meetings and prepare papers and reports on performance against the action plan and other papers as required by the Trustees

· To regularly communicate with the Trustees and Council keeping them up to date with developments and updates

2.
To draw together the teams necessary for the effective development and implementation of the agreed strategy so that CEA fulfil its purpose and objectives

· To draw on the Council members as a resource for expertise, contacts and assistance

· In conjunction with Church Army resources, to develop the paper and internet based ministry on a day to day basis

· To form volunteer working groups to help develop projects within the strategy

· To co-ordinate regular reviews of the written materials and ensure they are fit for purpose 

· To work closely with the Church Army’s Online Services & Internal Communications Manager in the maintenance and development of the client and organisational websites

· To work closely with Church Army and Deo Gloria on the response mechanisms

3.
To be the link person for existing and new partnerships and networks

· To find effective ways of communicating regularly with partner organisations 
· To attend appropriate meetings to represent CEA and build a network of contacts for the development of CEA ministry

· To build links with other similar organisations to enable shared learning and resources 

4.
To be the interface between the CEA Trustees, Council, Deo Gloria and the resources provided by Church Army
· To meet regularly with all those involved and ensure adequate communication between each of the parties

· To make sure all parties have input into any developments as appropriate 

5.
To co-ordinate the promotion of the work of CEA to the church and the client group

· To be responsible for the development and production of CEA News

· To use appropriate channels to promote the work of CEA to those exploring the Christian faith, and encourage them on their journey of faith towards Jesus Christ.

6.
General

· At all times be conversant with and work within CEA and Church Army’s procedures and practices which include
(a) Equal Opportunity Policy

(b) Health & Safety Policy

(c) Other policies as set out on the intranet and handbooks

· To undertake other duties, as directed by the line manager and Trustees, which are commensurate with the post.
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Person Specification

Essential Qualities
Candidates should be able to

1. Evidence effective oral communication skills 
2. Demonstrate the ability to communicate effectively in writing including use of IT
3. Demonstrate practical experience of evangelism and an understanding of the  journey of faith to Christ
4. Demonstrate experience of networking to develop strong and effective working relationships 
5. Show evidence of working ecumenically taking account of the wide spectrum of perspectives in any such partnership to achieve a common goal 

6. Co-ordinate small task groups to ensure successful project outcomes

7. Be proactive in taking initiative.

8. Demonstrate a strong attention to detail 
The trustees consider that it is a genuine occupational requirement of this post for the postholder to be active as a Christian in their church setting and willing to accede to the Churches Together in England statement of faith, since such involvement and belief would be essential fully to understand, engage with, develop and inspire the evangelistic aims and networks of CEA 
Desirable
1. Understanding of web technology
2. Experience of writing short articles and web pages 

3. Theological training 

This post is subject to a satisfactory enhanced CRB check

Salary and Contract

The salary is £16,000 (17.5 hours per week) and the contracted period is subject to a six months probationary period followed by annual reviews. The period of notice is three months on either side.  There is no company pension scheme but payments to an existing scheme can be made. Holiday entitlement is 12.5 working days. 
Office location

The registered office for CEA and rejesus.co.uk is at Churches Together in England, 

27 Tavistock Square, London WC1H 9HH where the office space is rented by CEA and there are full office facilities and the successful candidate will be expected to spend time with Church Army and Deo Gloria at their respective offices in South East London. In certain circumstances it would be possible for the successful candidate to work from other suitable locations.
If you would like to have an informal conversation about the role contact the chair Robert Freeman on 01484 714553
Application is by CV and a covering letter of not more than 2 sides of A4 demonstrating how your skills and abilities match the criteria set out in the person specification.

 The closing date for application is noon on Friday 30 October. Applications will be accepted by post to 
CEA Trustees ( marked Private and Confidential)
c/o Church Army

3rd Floor Marlowe House

109 Station Road 

Sidcup

DA15 7AD

You can e mail your application to hr@christianity.org.uk. If you are successful in obtaining an interview you will be required to sign your email application as true record on the day.
Interviews will be held in London week commencing 16th November 2009 
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