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Prayer Intern

 Prayer Department

DATE: Feb 2011
JOB TITLE: 


Prayer Intern 

REPORTS TO: 
1. Head of Department (HOD)

2. Director of Prayer 

DIRECT REPORTS: 
None

DEPARTMENT: 
Prayer is foundational to every aspect of Holy Trinity Brompton’s witness and to Alpha Internationally.  The Prayer Department seeks to EXCITE every member of the church about prayer, EQUIP them to change the world through prayer, and ENGAGE them actively in dynamic contexts for corporate prayer. It also seeks to encourage, connect and resource prayer throughout the global Alpha network.
ROLE:  
To serve as part of the Prayer Department team, primarily by providing administrative and creative support to the work of the prayer department in meeting its objectives on a daily basis and to Pete Greig in his dual roles as Director of Prayer at HTB and International Director of 24-7 prayer.  The role is based at HTB.
LIAISES WITH: 

Clergy, Prayer Department, Worship, Events Department, Alpha International, Students, Bookshop, Video, Publications, Production, Communications, Homebase, Web and IT, 24-7 International Leadership Team.

DIMENSIONS OF THE ROLE: 

This role supports both the Director of Prayer and the Prayer team.  The intern will facilitate and support the Prayer Department strategy and thereby facilitate growth within the various functions of prayer at HTB, Alpha International, and 24-7 Prayer.  

DECISION MAKING: 

Assisting in achieving the department’s objectives

ESSENTIAL SKILLS (including Qualifications):  
· Passionate about prayer

· Excellent administrative and organisational skills, with an eye for detail

· Good writing skills

· Ability to prioritise a busy schedule

· Ability to see tasks through to completion and meet deadlines

· Ability to self-edit work

· Good telephone manner

· Team player with excellent interpersonal skills

· Flexible ‘can do’ approach

· Web based skills

DESIRABLE QUALITIES (Including Qualifications): 
· Ability to lead prayer meetings / worship at prayer meetings
· Driving License

RESPONSIBILITIES:  
· Creative and administrative support for the Director of Prayer and his Board responsibilities for 24-7 prayer.

· Hosting HTB’s prayer meetings and prayer events

· Administration of the 24-7 prayer room at HTB & SPOS

· Hosting the School of Prayer conferences 

· Completing tasks allotted by either the Director of Prayer or the Head of Department 

· Attending prayer conferences

· Liaising with other departments within HTB and Alpha International 
· Checking copy for leaflets and publications (prayer conference leaflets, HTB guides etc)

· Compiling PowerPoint presentations and prayer requests for various prayer meetings

· Contributing to the vision of the department at team meetings

PERSONAL SPECIFICATION

· A clear and demonstrable Christian commitment

· A commitment to the vision and aims of the organisation

JOB REQUIREMENTS and BENEFITS: 
· Mon – Fri: Hours 9.30 am - 5.30 pm, 

· 25 days holiday

· Attendance at Tuesday staff meeting 9:30 am.

· Available to work at Christmas services, Carol services, Easter services, Annual Parish Church Meeting, Parish Day, Home Focus (the church week away) and at other events when required for which time off in lieu will be granted in accordance with our TOIL policy available on our intranet

· Available to work Sunday mornings or evenings as required so to co-ordinate the services - typically every three months, for which time off in lieu will be granted.
· HTB contribute to a pension scheme after 2 years of service. There is a pension scheme employees can choose to contribute at commencement

· There is a 3 month probationary period
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