
 
 

 

 

Lettings and Community Liaison Officer 
 

Part-time, 6 hours per week, of which 4 to be worked in Wesleys, preferably on Wednesday and 
Friday mornings from 10.00 – 12 noon, and 2 hours to be worked flexibly from home. 

 

Job description 
 

We seek someone to play an important new welcoming and organising role in our friendly 
community, based at Baildon Methodist Church. 

 

Purpose  
 

• To welcome and to assist people who wish to run activities in Wesleys and in the Fold. 

• To ensure smooth and effective arrangements for making new bookings and set-up 
arrangements for room-use at Wesleys and The Fold, in liaison with current users and with 
key other staff and lead volunteers from the church. 

• To strengthen the relationships of the church with the local community to ensure that our 
premises serve the needs and interests of local residents. 

• To act as an ambassador for Baildon Methodist Church, Wesleys, and The Fold, and to help 
to build strong community-service activities and good relationships between groups using 
the premises. 
 

Tasks 
 
1. To be first point of contact for booking requests and enquiries, in person, by email, or by 

telephone (has use of the church’s mobile phone and 0845 number); 
2. To reply in person, by email or telephone to enquiries; 
3. To liaise with key people about meeting new or existing users at Wesleys or The Fold; to show 

them round; to facilitate discussions with other users such as Wesleys café staff; 
4. To keep the electronic calendar of bookings (currently on Google Drive) up to date and identify 

and implement improvements to the recording system in liaison with key church volunteers; 
5. To identify and encourage potential new user groups which share our values of love and 

community. 
6. To offer advice and help to user groups to “promote and market” their activities through the use 

of existing channels including the Church and Wesleys websites; Facebook; “Pews News”; 
noticeboards etc. and to keep the publicity on these communication outlets up to date; 

7. To use discretion, in liaison with the Treasury Team (primarily the Church Treasurer) about 
offering discretionary rental charges to start-up groups or those closely aligned with our Church 
Vision, and/or groups serving vulnerable people. 

8. To work with the key church volunteers to ensure that invoices and agreements are sent out 
and rental charges received; 

9. To print out and distribute details of activities in the premises for the forthcoming week/s to 
Wesleys noticeboard; Wesleys kitchen; and the caretaker; and to make this information 
available to church members and regular users of Wesleys; 



10. To make sure that arrangements are made with key volunteers for the locking and unlocking of 
the premises for bookings, and for emergency contacts when the caretaker is not available, 
planning and distributing a rota as required; 

11. To collect any cheque payments from pigeonhole in Wesleys and arrange for them to be paid 
into the bank; 

12. To show new user groups how to use heating, lighting and other equipment in the room/s they 
have booked, taking steps to ensure that activities at Wesleys and The Fold operate in comfort 
and safely, and to inform the BIG Team of any safety concerns; 

13. To help local residents to know about what goes on at Wesleys and The Fold and to encourage 
them to get involved; 

14. To keep the noticeboards in Wesleys and The Fold up to date. 
15. To undertake such other work as is needed to accomplish to purpose of this role. 
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