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PERSON SPECIFICATION 
Job Title: District Lay Employment Secretary (DLES) Home based
East Anglia District
	Attributes
	Essential
	Desirable
	Method of Assessment

	Education & Training
	GCSE level or equivalent.


	Personnel or Law training,
	A. I.

	
	
	
	

	Proven Ability
	Able to use a computer   using MS Word and Excel. 
	
	A. I.   E.

	
	Good communication skills via email, telephone and meetings.
	
	A. I.

	Special Knowledge & Skills
	Willingness to read and assimilate information from the Methodist Website for Lay Employment
	Some knowledge of Employment law/human resources
	A.  I.  E.

	
	Ability to ensure confidentiality and secure computer with password protection/encryption
	
	I.

	Special Qualities or Aptitudes
	Good time management, able to work on own initiative, from home.
	
	I.

	
	Tact and diplomacy when dealing with people
	
	I.

	
	Able to set up filing systems of electronic and paper records.
	
	I.

	
	Willingness to attend the Methodist Church required training in Safeguarding .
	
	I.

	
	Attend other training as required including where possible the annual Lay Employment Secretaries workshop in London.
	
	I.

	
	A clear disclosure from the Disclosure and barring service (DBS)
	
	I.

	Any Other Requirements
	Engage with the Methodist Church and accept its policies and procedures  
	
	A. I.

	
	Able to attend District Grants and Personnel Meetings.
	Ability to travel to Meetings as required.
	A. I.


Method of Assessment      A – Application Form, I – Interview, E – Exercise, P – Presentation, Q – proof of qualification (certificates or transcripts)
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