Parish Adult Formation Officer

Job Title:
Parish Adult Formation Officer 

Main Purpose of Post
To work with the parish clergy and parishioners to provide adult formation in faith in the parishes. 
Responsible to:
Parish Priest
Hours
10 hours a week, to be worked according to an agreed pattern. 
Salary / Band
Band 3 
Location:                                Parish of Saint Thomas More, Knighton Road, Leicester

Job purpose

· To coordinate and support opportunities in the parishes for the faith formation of adults, through the sacramental preparation programmes and other avenues. 

· To ensure that adult faith formation is organised and delivered to a high standard to provide effective primary evangelisation for adults in the parish communities. 

Key tasks

1. To work with and support the Baptism preparation catechists to organise and deliver 3 programmes each year to parents.

2. To work with the First Reconciliation and Communion catechists to deliver parents sessions during the course.

3. To work with the priests and a team of catechist to organise and deliver a Marriage preparation programme, in the first instance recruiting and training the team and establishing the programme.

4. To work with the priests and catechists to organise and deliver the RCIA programme.

5. To identify and train catechists and leaders to assist in all these programmes, making particular efforts to keep refreshing the resource of catechists.

6. To maintain regular communication with priests and other key people.

7. To make parishioners aware of the programmes so they have the opportunity to support them practically and spiritually.

8. To provide opportunities for adult faith formation outside of sacramental preparation. 

Priorities.

1. Marriage preparation – to recruit catechists, train them, write the programme and trial it. 

2. Confirmation parents – to provide opportunities for parents of Confirmation candidates to gather and receive formation for their faith. 

3. Establish working relationships with existing catechist teams and get to know the existing provision. 

· Undertake training and development opportunities related to the post as agreed with the Parish Priest

· Liaise with Diocesan Director of Adult Formation and other Parish Admin staff/volunteers to ensure close cooperation and quality control.
· To carry out any other reasonable duties within the overall function commensurate with the grading and level of responsibility of the post and reasonably requested by the Parish Priest. 

At all times the post holder is required to work to and within the Mission Statement and policies of The Nottingham Diocesan Catholic Diocese and to have regard to the teachings of the Catholic Church. There is a genuine occupational requirement that the successful applicant is a practising Catholic in good standing in the Catholic Church. 
Person specification

	Attributes
	Essential
	Desirable

	Qualifications
	· GCSE Maths and English at grade C or above (or equivalent)
	· Theological qualification

· CCRS or BCC diocesan qualification

	Experience
	· Parish and /or school-based catechesis with adults
	· Experience of work in Catholic education

	Personal qualities
	· Understanding of and sympathy for the Catholic faith. It is a genuine occupational requirement that the person is a practising Catholic in good standing in the Church. 

· Attention to detail

· Trustworthy

· Flexible

· Polite

· Professional

· Positive attitude

· Learns and adapts easily

· Friendly

· Works effectively with others

· Reliable

· Presentable with awareness of good personal hygiene

· Discretion
	· Confident and assertive

· Creative

· Conscientious

· Proactive

· Uses initiative

	Job or technical knowledge/skills
	· Effective use of Microsoft Word or similar applications

· Ability to email and access information via the internet

· Ability to communicate matters of faith and theology

· Ability to engage adults in conversations and discussions about faith. 
	· Effective use of various media in catechesis



	Administration and organizational knowledge/skills
	· Accurate

· Methodical

· Ability to prioritise work

· Able to work to deadlines

· Ability to work as part of a team and encourage collaboration
	· Experience of leading teams of catechists

	Communication skills
	· Clear speech/voice

· Legible handwriting

· Letter and email writing

· Ability to communicate with a wide variety of people of all ages
	· Good negotiation skills

· Complaint/compliment handling


