Job Description – Team Leader 

31 March 2010

JOB DESCRIPTION

Job Title:
Team Leader




Date of Analysis: March 2010
Location: 
Savio House Retreat Centre, Bollington
Reports to:
Assistant Director
Other regular relationships:



Responsible for:
Salesian Community





Retreat Team
Centre Administrator







Housekeeper

Chef/s

Maintenance Coordinator

Overall Purpose of Job:

To supervise the retreat team on a day to day basis and support the Assistant Director in the planning and delivery of the retreat programmes.
Key Responsibilities:

1. To live as a member of the community, inspired by the Salesian family spirit, sharing together ministry, recreation, prayer and household tasks.

2. To work with the Retreat Team and visiting young people in a Salesian style – sharing with them at a spiritual and personal level and helping them to relax, pray and benefit from their Savio House experience.
3. To be responsible for line managing the retreat team on a day to day basis (including induction, training and mentoring) and providing support on a personal and spiritual level as required.
4. To be responsible for assigning roles within the retreats based on the composition as set out by the Assistant Director.

5. To work on the majority of retreats as instructed by the Assistant Director. 

6. To ensure all the materials and resources required to deliver the retreat programmes are prepared in a timely manner.

7. To effectively administer and maintain the formal evaluations of retreat experiences ensuring all personnel involved receive feedback relevant to their contribution/s.

8. To contribute to developments in the retreat programmes. 

9. To take part in the recruitment and selection of volunteers as required. 

10. To support the Assistant Director in the promotion of Savio House and its Mission.
11. To deputise for the Assistant Director when required.

12. To pursue personal ongoing development aims.
13. To ensure compliance with the Province’s policies and procedures relating to safeguarding, health, safety, welfare and security, confidentiality and data protection, reporting any concerns to the appropriate person immediately.

14. To participate in meetings, functions, training and other activities as required.

15. To undertake such other duties, commensurate with your post as may reasonably be required by your line manager.
This is a description of the job as it is at present, and is current at date of issue.  The job description will be renewed and updated as necessary to ensure that appropriate revisions are incorporated, and that it relates to the job to be performed.  This process is conducted jointly with your Line Manager.  You are expected to participate fully in the review and, following discussion to update your job description as is considered necessary or desirable.  It is our aim to reach agreement on reasonable changes.  However, if such agreement is not forthcoming, Management reserves the right to insist on reasonable changes after consultation with you.
This post is exempt from the Rehabilitation of Offenders Act and any appointment would be subject to satisfactory Enhanced Disclosure from the Criminal Records Bureau.
Agreed by employee: __________________________
Date: ______________

Agreed by manager: 
__________________________
Date: ______________
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