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Dear Applicant 
Programme Coordinator – Vibrancy in Meetings
Thank you for your interest in the above post. The job information pack is available to download from BYM’s website, it contains the following information:

· Guidance for applicants
· Job description and person specification
· Working for Quakers in Britain

· Application form
· Equality monitoring form
To apply for the post, please download, complete and return the application form. You must ensure that you address, giving examples from your previous employment, voluntary work or other experience, how you meet each of the selection criteria set out in the person specification. 
You should email your completed application form to quakeremploy@quaker.org.uk. CVs are not accepted as an application for posts, but you can attach one to the application form if you wish. The closing date for receipt of application forms is 12pm on Thursday 3 December 2015. Interviews will take place on either Monday 14 & Wednesday 16 December 2015 and will be held in Birmingham.
We would appreciate if you could also complete the equality monitoring form. The principles of equality are of importance to the Religious Society of Friends. The information you provide will help us to refine our employment practices and respond to the needs of the diverse range of people that our organisation comes in to contact with. The details that you provide will be kept in strict confidence and will not be viewed by any member of the selection panel.

If you are an applicant with a disability and have any specific needs or queries you would like to discuss before making your application, please contact me by phone on 020 7663 1110 or by email at Clairec@quaker.org.uk
We do not acknowledge receipt of applications due to the high volume that we receive. Only candidates who have been shortlisted for interview receive an acknowledgement. If you do not hear from us within two weeks of the closing date your application has been unsuccessful on this occasion.
Thank you for your interest in the post. I look forward to receiving your application.

Yours faithfully 


Claire Common
HR Advisor
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BRITAIN YEARLY MEETING 

JOB DESCRIPTION 

	JOB TITLE:

           Programme Co-ordinator, 

                                              Quaker Vibrancy in Meetings Pilot Programme  

REPORTING TO:
           Deputy Recording Clerk 

RESPONSIBLE FOR:           Regional Programme Development Workers (to be                                      

                                              appointed)

HOURS:                                28 hours per week (including some evenings and most                                             

                                              weekends, particularly Sundays)

DEPARTMENT:
          Recording Clerk’s Office





Job Purpose 
To co-ordinate the Vibrancy in Meetings Programme (the Programme). This includes taking strategic and day-today responsibility for the planning, management, promotion, monitoring and evaluation of the Programme and for supporting and managing the regional development workers.

Vibrancy in Meetings is an exciting pilot programme that will form part of the support structure offered to Quaker meetings. It will be provided jointly by the national body of Quakers (Britain Yearly Meeting) and Woodbrooke. It aims to enable local and area Quaker meetings to become strong, connected, confident and sustainable by helping them to strengthen their connections with each other and to access more effectively the support provided by Britain Yearly Meeting, Woodbrooke, and other Quakers.

The Programme will place development workers in or near Quaker meetings in several different parts of Britain to find out how having regionally-based staff can help meetings to thrive as communities with a vital Quaker ministry. The work of the regional staff will be organised, managed and evaluated by the co-ordinator and will reflect the needs of meetings in each area, whether they are spiritual, practical or pastoral.

Key Accountabilities & Main Tasks:

1. Manage the Programme

Take responsibility for the strategic oversight and development of the Programme.

Work with key stakeholders (Britain Yearly Meeting staff, Woodbrooke staff, and the Programme Steering Group) within the framework of the agreed plan and budget, to set out and keep up to date detailed tasks, stages, timing and outcomes of the Programme in line with good project management protocols. 

Keep the project plan under review to ensure that the Programme is responsive to change, develops iteratively and continues to make the most effective use of available resources throughout its lifetime.

2. Manage the regional development workers
Manage the recruitment of regional development workers (in around four pilot regions) who will, in agreement with local Quakers, help identify needs and access support. 

Plan and co-ordinate the regional work, both strategically and on a day-to-day basis. Line manage the regional workers.   

Facilitate regular meetings of the regional workers to help review progress; solve problems; share best practice; give support, training and guidance; build a shared sense of purpose and team work amongst a dispersed group of workers; and prioritise and allocate resources effectively.

Work with the regional workers to build vibrancy in meetings by providing the information, tools and resources needed to support meetings. At times work alongside the regional workers.

Manage the changes that the Vibrancy Programme may bring and train the regional workers to understand and manage the effects of change.

3. Understand and engage Friends and promote the Vibrancy Programme

Discover, explore and consider the issues relating to local meetings within each of the regions to inform the delivery of the Programme and engage Friends to participate in the Programme.  Build a shared vision of vibrant Quaker meetings that are stronger, more connected, confident and sustainable. But at the same time embrace diversity across and within meetings, understanding and negotiating the range of different approaches and concerns.

Take a strategic view of communications for the Programme and manage ongoing, positive communication about the Programme, both internally and with external stakeholders and other external, interested parties.

Support and promote the Vibrancy Programme by building effective networks, including between Woodbrooke staff, Britain Yearly Meeting staff, local, area and regional Quaker meetings and other Quaker groups, both formal and informal.

Develop links with external bodies that you feel could contribute to the Programme.

4. Contribute to the monitoring and evaluation of the Vibrancy Programme

Recruit and manage external consultants who will assist with the evaluation of the Vibrancy Programme. Work alongside the consultants (and other staff at Friends House and Woodbrooke as appropriate) to co-design the evaluation and its data collection systems. Manage the collection of the required data and train and support regional workers in data collection. Conduct analysis of the data in conjunction with the consultants. 

5. Report to the Steering Group

Present and discuss your strategic vision for the Programme with the Steering Group.

Prepare quarterly progress reports for sign off by the Deputy Recording Clerk, and present these to the Steering Group and other Quaker Committees as required.

Prepare and present interim and final evaluation reports. Make recommendations in the final report for consideration by BYM trustees/committees and Woodbrooke trustees, including, if relevant, full, costed, proposals for any recommended next phase of the Programme.

Intellectual Demands  

· Project management and programme co-ordination.

· Strategic thinking and problem solving.

· Gathering and analysing information.

· Planning and organisation.

· Verbal and written communication.

· Research, evaluation and data management. 

· Staff management, support and team building.

Judgements  

· Work within the framework of the project proposal for the Programme, and work within the guidance of the Steering Group.  

· Design and implement a detailed programme plan; make strategic and day-to-day management decisions; and contribute of interim and final reports with recommendations. 

· Manage own workload.

Use of Resources 

· Day-to-day management of the Programme budget of £675,492 over the duration of the project (42 months).

· Involve BYM and Woodbrooke staff as appropriate.

· Work with, manage and support regional workers including assessment of training needs and delivery/arrange delivery of training for the regional workers.

· There may be need to work with, manage and support volunteers.

· Responsibility for safekeeping of I.T. equipment and a mobile phone.  

Communications 

Internal (paid staff) 50%:

External (including local and area meetings, committees etc.) 50%:    

Physical Demands & Co-ordination 

The work is both office based and based in external locations. There are no unusual physical demands.

Working Conditions and Emotional Demands 

Flexible working, including at weekends (particularly on Sundays) and on some evenings, is required. The position may be based at Woodbrooke, in a local Quaker meeting house, or could be undertaken from home, subject to satisfactory arrangements being agreed. 

In any case, the post-holder will be required to spend periods of time at Friends House and Woodbrooke, and in a range of locations around the country in order to work with and manage staff and fulfil the other elements of the role. Travel throughout Britain will therefore be necessary, including overnight stays where appropriate. 

The post holder requires emotional resilience as there may be conflicting opinions to manage.

OTHER RESPONSIBILITIES:  

· Responsible for ensuring that Britain Yearly Meeting’s Equality Policy is adhered to in all aspects of the role.

· Responsible for ensuring that Britain Yearly Meeting’s Health & Safety Policy is adhered to at all times.

· Responsible for ensuring that Britain Yearly Meeting’s commitment to sustainability is adhered to in all aspects of the role.

· To undertake duties and responsibilities commensurate with the post.

BRITAIN YEARLY MEETING

PERSON SPECIFICATION 

	Job Title: Programme Co-ordinator, Quaker Vibrancy in Meetings Pilot                                     Programme  
Department: Recording Clerk’s Office
Date: 20 November 2015




ESSENTIAL KNOWLEDGE 




· Knowledge of and sympathy with Quaker values.

· Knowledge of project management.

· Knowledge of project evaluation.

· Knowledge of Microsoft Office including Word, Excel, and Outlook.

· Knowledge of community development and empowerment.

ESSENTIAL QUALIFICATIONS 

· Qualifications to degree level or equivalent life experience.

· Driving licence.

ESSENTIAL EXPERIENCE 

· Direct work experience as a project manager.

· Experience of line-managing staff.

· Proven experience in planning and delivery of projects/programmes.

ESSENTIAL SKILLS AND ABILITIES
· A good listener who’s open to new ideas.

· A pragmatic optimist who can overcome barriers in the face of opposition.

· Ability to work diplomatically with a diverse range of people and groups.

· A self-starter able to work under own initiative.

· Commitment to the successful delivery of the Programme and its aims.

· Team building skills.

· Staff management and support skills.

· Project management and programme co-ordination skills.

· Critical thinking and problem solving skills.

· Ability to gather and analyse information effectively.

· Research and data management skills including ability to conduct project/programme evaluations.

· Excellent planning and organisation skills.

· Excellent verbal and written communication skills, including presentation skills.

DESIRABLES  
· Understanding of Quaker structures and processes.

· Experience of working with different models to promote change, development and empowerment within a community, faith group or network organisation setting.

· Experience of working with a national but dispersed network of community or faith groups.

· Experience of servicing committees.

· Experience of working with volunteers.

· Experience in change management.

· Experience of/qualification in training others.

· Experience of working with databases.

	Job Description Agreement 

Post holder: 

Manager: 

Date: 


Programme Co-ordinator, Vibrancy in Meetings Pilot Programme
Background information for applicants

About Quakers
The Religious Society of Friends (Quakers) is a radical faith group with its roots in Christianity.  It emerged in the mid-17th century as a group with no separate priesthood, and with a form of worship based in silence.  Quakers have been committed to peace, equality, simplicity and integrity throughout our history; we are known for our work to bring about social change over the years, such as on the abolition of the slave trade, the relief of suffering in wartime, improving living conditions for factory workers and the introduction of same-sex marriage.

You can read more about the story of Quakers at http://www.quaker.org.uk/intro-quakers.  The shared aspirations of what Quakers in Britain today would like the Society to be like in the future is set out in the document Our Faith in the Future and can be seen at http://old.quaker.org.uk/future.

About Britain Yearly Meeting

Britain Yearly Meeting (BYM) is the national umbrella organisation for Quaker meetings in Britain.  We provide events and support services to nearly 500 local Quaker meetings across Britain, carry out peace, sustainability  & social justice work on their behalf, and work to raise public awareness of Quakerism.  

Our Yearly Meeting meets annually to explore, through worship, the issues of concern to British Quakers, and to guide the work of the national charity.
BYM is a registered charity with an annual turnover of around £10m, and assets of over £60m.  Responsibility for the charity lies with the fifteen Trustees of Britain Yearly Meeting, appointed from among the Quaker community.  BYM is based at Friends House (opposite Euston station in central London), which houses our central offices accommodating our 150 staff.  You can download our Trustees Annual Report & Financial Statements here:  http://www.quaker.org.uk/annualreport. 

The work of Britain Yearly Meeting is carried out through five departments: 

· Quaker Life supports Quaker meetings in their life and worship, oversees Quaker outreach, provides training, organises events for children & young people, runs the Library of the Society of Friends and looks after the Quaker Centre and bookshop at Friends House.

· Quaker Peace & Social Witness works on behalf of Quakers in the areas of peace, economic justice, sustainability and criminal justice, through campaigning, training, placements, community empowerment and by supporting Quakers in local meetings with their activities and concerns.

· Quaker Communication & Services works to promote public awareness of Quakerism, provides advocacy, media, web and publications services to the organisation, and oversees fundraising from Quakers, Quaker meetings and trusts.  It also provides a secretariat for the Quaker governance structures.

· Quaker Finance & Property oversees the budget and finances of BYM, including our ethical investment portfolio, various properties and legacies.

· Our wholly-owned trading subsidiary, Friends House (London) Hospitality Ltd, operates Friends House as a major conference venue and runs the building facilities.  We have recently completed a major refurbishment of our main 1000-seat auditorium, which has been relaunched under the name The Light (see www.friendshouse.org.uk and www.thelightateuston.org.uk for more information).  The Hospitality Company also runs Swarthmoor Hall, a historic house with accommodation in Ulverston, Cumbria (www.swarthmoorhall.co.uk). 

You can read more about the governance structures of the Quaker organisation in Britain here http://www.quaker.org.uk/sites/default/files/Short-guide-to-Quaker-structures.pdf.

About Woodbrooke

Woodbrooke Quaker Study Centre is located in Selly Oak in Birmingham and is based upon the former home of George and Elizabeth Cadbury. It has 70 bedrooms, a range of teaching/conference facilities and is set in 10 acres of organically-managed grounds.

The charity’s primary activities are the provision of residential and non-residential learning and education for Quakers and others at Woodbrooke, at venues across the UK and beyond, and online learning tools and techniques to increase access wherever possible. It also provides space and tutorial support for Quaker groups and conferences.

The principal activities of Woodbrooke Quaker Centre Limited (the charity’s trading subsidiary) are the provision of residential facilities and conferences space for groups and individuals, and of guest accommodation for Quakers and others who seek welcoming accommodation in the West Midlands, which generate significant income to help support the primary activities of the charity.

Woodbrooke has two strategic goals for the next 10 years. The first is increased accessibility to Woodbrooke learning. For over 110 years Woodbrooke has equipped Quakers and others to give service in their communities and the world. We will continue to offer a broad range of learning opportunities for individuals, Meetings and other Quaker groups.We recognise that our existing programmes of learning are not accessible to everyone for a variety of reasons including time, cost and travel constraints.

Our focus will be on enhancing our range of provision in terms of how, where and what we offer, so that more individuals and Meetings in Britain Yearly Meeting and beyond can access the learning Woodbrooke has to offer. We will evolve our existing learning and develop new initiatives which will include partnership working, e-learning and research.

Our second strategic goal is improved financial sustainability. Woodbrooke was established in 1903 and throughout its history has sought to find a financial model that is sustainable. Our focus over the coming years is to develop a business model that will both support our learning and allow for development. This will include reviewing the relationship between our trading company and the charity, using our resources to generate income, and exploring new funding opportunities.

You can read more about Woodbrooke here: https://www.woodbrooke.org.uk/pages/about-woodbrooke.html 

About the Vibrancy in Meetings pilot programme

Quakers want their meetings to be strong, confident, connected and sustainable. In spite of some fresh thinking and enthusiasm for growth, membership is falling, and Meetings often struggle to fill roles.

Britain Yearly Meeting, Woodbrooke and other bodies provide support, which is valued by those who use it; but many Friends don’t know what’s available, and so don’t access it. Also, many Quakers see Britain Yearly Meeting as ‘London-centric’ and would value more support locally.

This is a pilot project, to test a new way of supporting Quakers locally.

We will employ new staff, working locally in three or four regions, supported by a co-ordinator. In a planned way, agreed with local Friends, new staff will help identify needs and access support. They will help Britain Yearly Meeting and Woodbrooke see gaps and fill them.

This is an action-research initiative. We want to learn whether locally-based workers can improve how Britain Yearly Meeting and Woodbrooke support Quaker meetings. At the same time, the work will help Quakers, staff and volunteers locally. 

There are two main objectives of the programme: to improve the way Britain Yearly Meeting and Woodbrooke support Quaker Meetings; and to help Quaker Meetings become stronger, more connected, confident and sustainable, contributing to a vibrant Britain Yearly Meeting.

To assess progress against these objectives, outcomes will be measured in a thorough evaluation. Evidence of the programme’s impact will be measured quantitatively and monitored from a baseline using a range of indicators developed from data available to Britain Yearly Meeting and Woodbrooke. Qualitative research will also be designed and conducted through the programme and analysed as part of the evaluation. 

Woodbrooke is hosting a webpage that introduces the Programme here https://www.woodbrooke.org.uk/pages/vibrancy_in_meetings.html. 

About this post

The Vibrancy in Meetings Programme Co-ordinator is a new role that will lead the way in exploring a new type of working for Britain Yearly Meeting and Woodbrooke. Local support for Meetings has not been tried in this way before, and joint working on this scale between Britain Yearly Meeting and Woodbrooke is also novel. The Programme Co-ordinator will need to be able to shape and promote an exciting, new initiative. He or she will be helped to do this by the support and guidance of a steering group made up of experienced and enthusiastic Friends and by support from staff at Woodbrooke and Britain Yearly Meeting. The Programme Co-ordinator will be line managed by the Deputy Recording Clerk of Britain Yearly Meeting, Juliet Prager.

The Programme Co-ordinator will also be responsible for line-managing a number of nationally-dispersed, local workers who have yet to be recruited. The first tasks of the Co-ordinator will be to confirm pilot localities, and to recruit a new team of local workers. Research consultants will also need to be recruited to support the new team in designing and conducting a thorough programme evaluation.

Potential applicants are warmly encouraged to contact the Deputy Recording Clerk, Juliet Prager, for an informal conversation via email at julietp@quaker.org.uk or by telephone on 020 7663 1101. Or, if Juliet is unavailable, please contact Sarah Griffith at sarahg@quaker.org.uk or on 020 7663 1141.

Britain Yearly Meeting – Guidance Notes for Job Applicants
These notes have been designed to assist you by providing information about BYM’s recruitment process.  

PLEASE READ THESE NOTES BEFORE COMPLETING THE APPLICATION FORM.  
Preparation 

You should spend time reviewing your skills, achievements and experience, identifying those that are relevant to the job.    

Making your Application 

Job Details 

You should read the job description, person specification, advert and background information so you know what the job involves.   Think about why you are interested working for the Religious Society of Friends (Quakers), the post and how your knowledge, skills and experience (paid or non-paid) would enable you to be effective in the role.    

Completion of Application Form 

The application form is used both for shortlisting and reference during the interview process.   

When completing the application form: 

· you should read the job description, person specification, advertisement and background information etc. before completing the application form.  Use the information supplied to make your application relevant to the post.  

· it is important that you use the application form to explain how your skills, abilities, experience and qualifications compare with those set out in the supporting information

· It is important that you give reasons for any gaps in your employment history 

· Please note that we do not accept CVs as an application for posts however, you can attach one.  You must fully complete the application form.   If you there is insufficient space to complete your details please continue on a separate sheet.   

The information that you provide on the application form and supporting statement is the only information we use in deciding whether or not to shortlist you for interview.   

You must ensure that the information you provide is well organised and relevant to the post that you are applying for.

Supporting Statement     

You should write a supporting statement setting out the reasons why you think you are suitable for the post. You must address each item on the person specification.   You should highlight the experience, skills, achievements that you would bring to the post including, those that you have gained through previous employment, voluntary work or any other relevant experience.   
Accuracy of Information 
The information that you provide to the Religious Society of Friends, both on your application form and at interview must be accurate.   If we discover that any information provided is inaccurate an offer of employment may be withdrawn.  Where an appointment has been made we may take disciplinary action up to and including dismissal.   

Data Protection 

You should be aware that information contained in or derived from your application may be retained in both manual and computerised form for the purpose of recruitment administration, the production of depersonalised statistical data relevant to recruitment or equality issues and on appointment, personnel, payroll and pensions administration.  

If your application is unsuccessful your application form will be retained for a maximum period of six-months. 

We will not share your information with any other organisation unless required to do so by law.  

Completed applications 

Completed applications should be emailed by the stated closing date to: quakeremploy@quaker.org.uk 

Equality 

QUAKER FAITH & PRACTICE 23.36 

'At the Centre of Friends’ religious experience is the repeatedly and consistently expressed belief in the fundamental equality of all members of the human race. Our common humanity transcends our differences...We aspire not to say or to do anything or condone any statements or actions which imply lack of respect for the humanity of any person.' (Meeting for Sufferings, 1988)

The Religious Society of Friends (Quakers) is committed to equality.  In order to monitor our commitment to equality we ask applicants for posts to complete our equality monitoring form.  The information provided is treated in the strictest confidence and is detached prior to shortlisting. The forms are retained by HR and the panel do not have sight of them.   

Appointment Process 

After the closing date is passed, the recruiting manager and the interview panel shortlist applicants who demonstrated that they meet the essential criteria set out in the person specification. Only candidates shortlisted are invited for interview. If you do not hear from us within two weeks of the closing date your application has been unsuccessful.

Normally applications received after the closing date are not considered

Interview      
If you are shortlisted for interview you will be invited to a selection process.  All interviews are conducted by a panel of two or more including the recruiting manager. If there are any special arrangements associated with the selection process e.g. tests or presentations, you will be informed accordingly.   

Disability 

If you are an applicant with a disability and have any specific needs, adjustments that you would like us to make or queries please contact HR on 020 7663 1111/1110/ 1027.   

Interview Outcome 

If you are invited to attend an interview/and or selection process you will be informed either verbally or in writing of the outcome.  The successful candidate will have the decision confirmed in writing as an offer of employment.  The unsuccessful candidate is offered the opportunity for feedback.   

References 

On the application form you are asked to provide us with the details of three referees, one of which must be from your most recent employer.  If you were a student one of your referees should be from a tutor.   We only contact referees with your permission after an offer of employment has been made.  

All offers of employment are conditional upon the receipt of references that are satisfactory to BYM, verification of right to work in the UK, medical health clearance, and where applicable verification of qualifications and Criminal Record Bureau checks  

Asylum & Immigration Act 1996 

Under Section 8 of the Asylum and Immigration Act 1996, employers must ensure that any prospective employee is legally entitled to live and work in the UK.  If you are offered employment by the Religious Society of Friends (Quakers) you will be required to produce an official document confirming that you are entitled to live and work in the UK, e.g. passport; full birth certificate and official document confirming your name and national insurance number; or a passport/travel document/letter from the Home Office.

Queries 

If you require further information or wish to raise any matters with regard the appointment process, please contact HR on 020 7663 1111/1110/ 1027.   

Complaints 

Applicants for posts within the Religious Society of Friends (Quakers) have the right to complain if they feel they have been unfairly treated or discriminated against during the recruitment process.  If you feel that this is the case you should contact Ric Moore, HR & Training Manager, on 020 7663 1111 (direct line) or by email: ricm@quaker.org.uk 

Thank you for your interest in employment at the Religious Society of Friends (Quakers).  Good luck with your application.    
