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INTRODUCTION

The Mersey Synod values highly the contribution that Volunteer Line Managers bring to the operation of the Synod in the support and encouragement they offer to employees of the Synod.

The role of line manager can be a demanding one and can be time-consuming.  The manager is the first point of contact in the management of the employee’s workload and the performance of their duties.

Line Managers are appointed by the Synod and will normally be a member of the URC within the Synod thereby having access to, and knowledge of, the Synod structures.  After 3 years, there will be review of the arrangement. If the arrangement is working well and the Line Manager is happy to continue in the role it will remain in place until something happens to bring about a change e.g the Line Manager decides to stand down or the employee resigns.  

It is the Synod’s responsibility to ensure that they are supported in their role and have access to all of the relevant policies and procedures and any required training or practical support to enable them to carry out the role successfully.  

The purpose of this document is to ensure that the role and responsibilities of Volunteer Line Managers are clearly defined. This document also includes the experience and qualities that it is believed will enable development of a successful working relationship between the Line Manager and the employee. 

Further Guidance is available in an additional document called Guidelines for Effective Line Management.  Support and advice is also available from the Synod Executive, the Synod HR Group and the Synod’s HR Adviser.

The provisions in this document are most relevant to a traditional line manager/ employee relationship.  There may be instances where there are slightly different arrangements such as a Management Committee or where the employee is a Special Category Minister.  In such circumstances it is the broad principles of this document that will apply.

Primary purpose of the role

The primary purpose of the role is to provide support, advice and encouragement to the designated employee with the aim of ensuring that the employee fulfils the requirements of their job description and meets their objectives as set during the annual performance review process which will be driven by the strategic aims of the relevant Synod Committee.



Key duties and responsibilities

· to develop a professional working relationship with the employee
· to maintain confidentiality in the working relationship, save for where there is a legitimate reason for sharing information. This may include reporting to the Moderator, Synod Clerk or a member of the Synod Executive where there are any causes for concern
· to ensure that the employee is working to their agreed job description and meeting agreed objectives
· to monitor workload and provide support in prioritisation if required
· to link in with the relevant Synod Committee in order to be able to support the employee in meeting strategic objectives this may involve attendance at the relevant strategy group or committee or having access to minutes of relevant meetings.
· to ensure that the employee is working to the terms of their contract of employment and in compliance with the rules of the organisation
· to schedule and hold regular one to one meetings / discussions with the employee in order to ensure that any issues raised are dealt with promptly and to ensure that any welfare or training needs are addressed in a timely manner and to keep records of such meetings. 
· to undertake an annual performance review and to set objectives for the coming year
· to raise any issues in relation to job performance, conduct or any other employee relations issues with the Moderator, Synod Clerk or a member of the HR Group
· where possible and relevant, to share and impart expert knowledge and expertise in a specialist area
· to approve expenses 
· to monitor sickness absence and hold review meetings as required under the policy. 
· to respond to requests for annual leave including liaison with Synod Office.

Skills and knowledge requirements

It is not essential that Volunteer Line Managers have previous line management experience, although this will be advantageous.  All of the following are considered to be desirable:

· Previous line management experience in any setting
· The ability to communicate effectively and build strong working relationships
· Knowledge and understanding of the application of employment policies and procedures
· Experience of holding difficult conversations
· The ability to be empathetic and supportive as required, but able to balance the needs of the individual with the needs of the organisation
· Experience and knowledge in the specialist area covered by the employee’s role
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