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JOB DESCRIPTION AND PERSON SPECIFICATION 

Interim Co-ordinator for Youth Ministry
REPORTS TO:  
Assistant General Secretary – Evangelisation & Catechesis
JOB PURPOSE: 
The post holder will be responsible for supporting and promoting the development of the Youth Ministry for the Catholic Church in England & Wales over a twelve month period. They will develop a new role for the Co-ordinator for Youth Ministry and provide support for national agencies engaged Youth Ministry.
Working with the Bishops’ Conference, the post holder will work closely with Dioceses and other organisations to establish good practice for Youth Ministry within England and Wales. 
ROLE RESPONSIBILITIES:

Principal Tasks:

· To work with the Bishop responsible for Youth Ministry
· To collate information from dioceses and other agencies of the Youth Ministry work carried on around the England & Wales
· To work with the diocesan youth services and other bodies engaged in youth ministry in the Catholic Church in England & Wales. 
· Provide research for Youth projects 

· Obtain information from stakeholders about national projects to be supported
Planning & Organising:
· To plan and organise work priorities to ensure the achievement of all necessary deadlines
· To ensure that all stakeholders are kept up to date with work and developments
· To manage the work of the various groups who will provide Youth Ministry on a National Level
Managing Resources:
· To develop skills that enable maximisation of resources in order to provide the necessary support
Internal and External Relationships:
· To engage in frequent contacts with all levels of staff

· To ensure that external contact with stakeholders and appropriate ecumenical partners is developed

· Supported, supervised and accountable to Bishop for Youth ministry. 
PERSON SPECIFICATION
Essential:

· A committed Catholic 
· Good interpersonal relationship skills
· Have worked with  young people and understand their views
· Ability and experience in project managing and planning/organising resources and projects
· Proven ability in developing resources and displaying creativity, research, design and writing skills
· Must have good communication and facilitation skills
· Ability to be self-supporting in IT: i.e. email, MS Office, PowerPoint, and the use of the Internet
· Have deep commitment, experience and knowledge of the Catholic Youth Ministry Community
· A team player with the ability to work on own initiative and be self motivated

· Willingness to work flexibly, including occasional evening and weekend 
· Willingness to travel frequently in England and Wales and occasionally overseas

Desirable:

· Be resilient and able to solve problems within remit 
· Recent youth work management experience

· Have a driving licence and own car and be willing to use it for business purpose.
TERMS AND CONDITIONS
· The employer is the Catholic Bishops’ Conference of England and Wales – the Catholic Trust for England and Wales (CaTEW) is a registered charity No 1097482

· This is a 1 year full time contract subject to satisfactory completion of three months probationary period.

· The salary will be circa £25,000 per annum based on full-time hours of 35 hours per week (with an hour for lunch). Salaries are reviewed annually. The position is Grade 3.
· There is a Catholic Bishops’ Conference (CaTEW) pension scheme. This is a personal pension plan. CaTEW will match contributions up to a maximum of 6% of salary.

· There is death in service benefit of 3 times salary.

· Annual holiday is 25 days per calendar year, plus public holidays 

· Expenses and subsistence allowances are in accordance with current CaTEW scales which follow Inland Revenue no liability guidelines.

The successful candidate will be subject to Criminal Record Bureau check.
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