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Winchester diocese 

Licenced Ministry training: Academic Administrator

Role Description

Context

The Diocese of Winchester seeks relationally to share God’s life, coming to know more of God personally and together with others. Our vision is to participate in Jesus’ mission of the Kingdom of God particularly through the Five Marks of Mission. 

The aim is to reflect the national Church of England vision of being simpler, humbler and bolder, growing missionary disciples, becoming younger and more diverse and developing a mixed ecology of church. Through our parishes and chaplaincies, we seek to encourage the mission of Christian communities and of individual Christians in witnessing to their faith in their everyday lives.

The Diocesan synod has agreed four key areas that express our mission:

· Making disciples: grow by deepening and sharing our faith as authentic disciples of Christ

· Re-imagining church: combine the best of traditional and new forms of church

· Transforming society: make a distinctive Christian contribution to the common good

· Living generously: commit to mutual support and self-giving, as we belong together in Christ.
In the Diocese of Winchester, we have developed a network of resource churches across each of our largest urban and most populous areas that will resource church growth through diocesan wide church planting and revitalisation. Resources churches consist of newly planted revitalised parishes, well-established large churches and Greater Churches in a sacramental tradition. Phase planting of new and revitalised congregations is supported by the Church Planting Missioner. In rural contexts the Benefice of the Future model of ministry is developing in a number of large multi-parish benefices and more clergy are working with clergy and lay Benefice Ministry Teams. Over recent years the School of Mission has been training hundreds of lay people to be authorised for ministry (through the Bishop’s Commission for Mission and Bishop’s Permission to Preach
), and scores of licensed lay and ordained ministers who are contributing towards church growth in parishes.

Licensed Ministry Training (LMT) is a central component of this strategy that trains licensed clergy and laity to be leaders of mission in this context. Part of the South Central Theological Educational Institution (SCTEI), LMT trains Licensed Lay Ministers and Workers, and Ordinands under the national Common Awards programmes validated by Durham University (usually as a Diploma of Higher Education). An additional, Foundation level, programme of one year trains laity for the authorised ministry awarding them the Bishop’s Permission to Preach. Led by the Dean of Licensed Ministry Training, Revd Dr Amy Roche, the LMT Core Staff team works with the LMT Coordinator (full time), the Academic Administrator (0.6 FTE), the Pastoral Coordinator (0.6) and the Administrator (0.4). 
The LMT Administrator will support the academic, missional, spiritual and ministerial formation of all students training and developing their calling through LMT.  A thorough understanding of the development of spiritual formation for ministry of laity and ordained leaders is required, together with the passion to nurture diverse learning needs, and to collaborate with a wide volunteer team of Associate Tutors.

Main Purpose:

Organisation, coordination and quality assurance of the Licensed Lay Minister (LLM) training programme for the Diocese of Winchester.

As a key member of the core LLM Training Leadership Team, the Academic Administrator has day-to‐day responsibility for the operation of the LLM training programme, including specific responsibility to ensure that the programme is taught at the appropriate level, that assignments are marked to the agreed criteria, that all requirements of HE validation are complied with and that standards are maintained.
The key relationships will be with the line manager, the Dean of Licensed Ministry Training, other members of the LMT team, associate tutors and LLM/ordinand students. The role will also require liaison with regional training partners (through the South Central Theological Educational Institution (SCTEI), especially the Common Awards management framework and the Quality Assurance partnership.  

Hours:
21 hours per week up to 22.5 hours per week 

Salary:
 Spine Point 6 currently £26,366 per annum for full-time hours (35 hours per week) 22.5 hours in the region of £16,950 per annum
Responsibilities and Purpose:  
The Academic Administrator is responsible for

1. Supporting/resourcing LLMs/Ordinands in Training using the Visual Learning Environment: Moodle. 
This includes: 

a.  Setting up and maintaining correct levels of Moodle access for staff, students & associate tutors;

b.  Enlisting new tutors and students on Moodle and ensuring they are trained to use it effectively;

c.  Supporting students online and answer Moodle queries;

d.  Maintaining the Moodle site – developing the offer to students and offering technical support;

e.  Referring where necessary to the colleagues in the South Central Theological Educational Institution and the national Virtual Learning Environment and Blended Learning Officer for technical support;

f.  Answering other enquiries & issues for individual students. 

2. Library Administration

This includes: 

a.  Updating library database, and ensuring the physical and online resources are available and accessible to students and tutors;

b.  Ensure the accuracy of records, adding new books, and queries (working with the LMT Coordinator to provide provision of books).
3. Reporting: Preparing reports for annual reviews and BPP students (working with the team administrator). 
4. Academic Organisation for each term and the provision of module resources. 
This includes: 

a.  Creating annual timetable (working with the Dean);

b.  Arranging residential/study day venues when necessary (working with team administrator);

c.  Proof-reading/updating module handbooks to cohere with Moodle, as required;

d.  Booking Zoom for all online tutorials and updating Moodle and staff calendars;
5. Administrative duties for the core LMT Team 
a. Invoicing parishes for LLMs fees;  processing invoices received from SCTEI, residential venues, tutors (working with team administrator);
b. Participating as a team member to meetings as necessary;
c. Administrative support for the Dean (appointments etc.) 

d. Formatting Word documents (e.g. Module Handbooks), Excel spreadsheets and presenting information for other stakeholders;

e. Updating information on website
Person specification 

Qualifications

The successful candidate should have:
1. A very good level of education in English and Maths is essential. Educated to degree level or equivalent professional qualification is desirable.

2. It will be a requirement of the appointment that Safeguarding Training – basic level is completed along with:
a. Equality and Diversity 

b. GDPR  

c. Fire Safety Awareness

d. DSE for Home workers/office workers 

e. First Aid refreshers  

f. Office Health and Safety 
Background and Experience

3. Experience of providing, or sound knowledge of, Quality Assurance of educational (ideally HE) programmes.

4. Experience in working with / managing a Virtual Learning Environment.

Skills and Competencies

5. Significant competence in IT, including (but not limited to) email, MS Office including SharePoint and basic website management is essential. Ability to administer a library system. Willingness to adapt and explore how IT can facilitate the programme. 
6. Commitment to handling confidential and sensitive information in a highly professional manner.

7. Demonstrable ability to work as part of a team, comfortable working under direction, as well as an ability to work independently.

8. Able to build and maintain strong working relationships with high emotional intelligence, relating to a range of people.
9. A highly skilled organiser and administrator with experience of managing complex processes. Able to apply a high level of attention to detail.

10. A flexible approach to work, able to adapt and change practices and processes in a rapidly changing organisation.

Other

11. A person who is willing commend the strategic priorities of Winchester Diocese (growing disciples, re-imagining church, transforming society and sacrificial giving through our belonging together in Christ).

NOTES

The following general principles should be observed:

a) The designated office base for this role will be The Diocesan Office, Wolvesey, Winchester. Hampshire, SO23 9ND. Some working from home will be appropriate.

b) The post holder will also on occasion be required to travel about the Diocese, sometimes outside usual business hours and to remote locations; having access to one’s own transport will be essential. 
c) Occasionally the role holder will be required to work an evening or over a weekend. This work is scheduled and plenty of notice will be given. If necessary, the hours will be managed according to the staff handbook policy for time off in lieu.
d) Evening and weekend work will be considered part of the full-time hours allocated to this role according to 
e) The role is offered on the basis of the post holder having a right to work in the UK.
f) The employer will be The Winchester Diocesan Board of Finance. As such the role is under the leadership of the Interim Diocesan Secretary and Chief Operating Officer. WDBF policies and procedures are directly applicable to the role. WDBF Employee Terms and Conditions apply.
This job description and person specification is not an exhaustive list of tasks and responsibilities. 
Agreed MC/AR/SMB 22 August 2022
� Bishop’s Commission for Mission (BCM), Bishop’s Permission to Preach (BPP) together with Licensed Ministry Training (LMT) and Benefice Ministry Training (BMT) are all programmes offered by the School of Mission. 
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