
 
 
WESLEY MEMORIAL CHURCH, OXFORD CIRCUIT   23/1 
 
RAINBOW HOUSE Project 
 
Coordinator: JOB DETAILS 
 
Salary:    £11,100 p.a. 
Weekly hours:  25 hours flexibly deployed around the opening hours of the project, Wed – 
Fri 10.30 - 2.00.   
 
Term-time only + 3 weeks paid holiday: 42 weeks per year. Project is closed in school 
holidays, including ‘half terms’.  
 
Principal tasks 
 
1. To offer an open welcome to customers and to develop good relationships with them. 
 
2. To recruit, train and manage volunteers: checking their suitability and references 
before acceptance, ensuring they know health and safety/hygiene and emergency 
procedures; and creating a rota with sufficient volunteers for each session.  
To support the volunteers in their work; some of these may have learning difficulties or 
health problems and need encouragement. 
 
3. To ensure the safety and security of customers and volunteers, including giving 
attention to the safeguarding policy and procedures. 
 
4. To ensure safe and hygienic use of the kitchen and its equipment, and to supervise 
thorough cleaning at the end of each day. To have achieved Level 2 of Food Hygiene and 
Safety within a reasonable time of taking up the post. 
 
5. To ensure the highest standards of hygiene in food-handling, and in the cleanliness of 
toilets and baby-changing areas; to ensure all equipment (kitchen and play) is maintained 
to the highest standard. 
 
6. To ensure a safe environment for customers by close supervision of the premises, 
particularly in respect of numbers of customers in the hall, and by ensuring that only 
eligible people enter. 
 
7. To shop for supplies for the refreshments, taking advantage of good prices. To ensure 
correct prices are charged; to keep an accurate daily record of sales, expenditure and all 
monies banked, and return records to the treasurer promptly. 
 
8. To maintain good relationships with the staff and all other users of Wesley Memorial 
Church.  
 
9. To attend meetings of the Management Committee and to report on progress to the 
Committee and to the Wesley Memorial Church Council. 
 



10. To publicise the project widely as appropriate, in local Maternity Units, Health 
Centres, nurseries, playgroups and schools. 
 
Person specification 
 
The Management Committee is looking for a person with a deep understanding of and 
commitment to the aims of Rainbow House. We need a friendly and caring person 
interested in nurturing children and families, and with an openness to people from all 
backgrounds, abilities, nationalities and religions.  
 
The role requires energy and drive to carry the project forward; good communication 
skills; alertness, flexibility to take decisions quickly and to enforce them kindly but firmly 
if necessary; and a willingness to support volunteers and customers in a variety of ways. 
Experience in catering and/or volunteer management is an advantage. It also requires 
meticulous time management and planning. 
 
Since the daily work involves a commitment to this outreach as an expression of the 
church’s mission, there is a genuine desire for the coordinator to be a practising Christian. 
The appointee must be in full sympathy with the aims and objectives of the Methodist 
Church. 
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