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	Synod Area Administrator
Job Description

	Post title
	Synod Area Administrator

	Responsible to
	The Synod Clerk through an appointed line manager

	Reporting to
	The appointed line manager (normally the Area Leader)

	Salary
	£14.80 per hour (£16162 pa). Part time -21 hours per week. 

	Introduction 
	[bookmark: _Hlk163550758][bookmark: _Hlk163550820]We are looking for an administratively efficient and personable individual to support the Synod Area leaders and the churches, while maintaining a high level of confidentiality. The role is predominantly home-based and the nature of the work will involve a degree of flexibility in time allocation during the week, including occasional evening or weekend work. 

	Job Purpose
	(i) Enable the smooth functioning of the Synod Area 
(ii) Assist churches with understanding and maintaining high standards of compliance with statutory and URC expectations
(iii) On occasion enable individual churches with specific administrative tasks. 

	Main duties and Responsibilities
	 1    Administer Area, Pastoral Committee and other related meetings:
a) Preparing and circulating agendas and taking minutes 
b) Organising venues
c) Completing follow up actions at the direction of the meeting Chair
2   Liaise with churches in maintaining Synod Area databases and records, and promoting communications. 
3   Assist and monitor churches in maintaining compliance with statutory and URC expectations.
4 Support administratively other initiatives as agreed with the Synod Area Officers. In all the above, to liaise with other URC staff and ecumenical colleagues where required.   

	Note
	The list above is an indication of the main tasks to be performed. It is not an exhaustive list of duties and responsibilities and may be subject to amendment to take account of changing circumstances. 



Terms and Conditions

· Although this role is working within a Christian environment there is no requirement to be a practising Christian, however, you will be required to be supportive of the ethos of the URC and the Christian faith. 
· The standard number of hours per week is 21 payable at £14.80/hour although the actual hours worked will vary according to demand. The postholder will be asked to maintain and submit a weekly time sheet.  Excess hours may be compensated by time off in lieu; overtime is not paid. 
· We are open both to applications from people who wish to work only in term time, and those who wish to work for the full year.  The qualities of the candidate will be paramount, rather than their working preference.
· The postholder will meet regularly with their Line Manager on an agreed basis, or with anyone else designated by the Synod Clerk.
· The post is pensionable and falls under the URC Pension scheme 
· Expenses will be paid in line with the Southern Synod expenses policy
· The annual leave entitlement is 15 days (pro-rated amount based on 25 days for fulltime staff) excluding public holidays in each full holiday year.
· Appointment will be subject to Safer Recruitment and the taking up of satisfactory references.
· Probationary period is 6 months.


	[bookmark: _Hlk157673920]Synod Area Administrator
Person Specification



	REQUIREMENTS
	ESSENTIAL
	DESIRABLE

	Education and qualifications


	GCSE, CSE, O Level or equivalent overseas qualification in English Language  

	A-levels or University degree 
Project management qualifications

	Experience






	Office administration including client liaison verbally and in writing

Minute taking, meeting administration, record keeping

Governance processes and systems for data handling, confidentiality, filing and information management
	Previous experience in a similar role

Experience of planning and project management

Website and social media management

Comfortable creating posters, flyers and other publications

	Knowledge
	Understanding of the URC and its mission and core structure 

Awareness of statutory regulations surrounding safeguarding and data handling 

	Knowledge of Synod Area structure and local church arrangements

Knowledge of other UK Christian denominations and the breadth and range of their various theologies
.

	Skills and 
Abilities






	Fluency with MS Office/Google tools including spreadsheets, word processing, PowerPoint, publications and email

Excellent written and verbal people-focused communications 

Work effectively to deadlines

Ability to generate trust and ask questions whilst recognizing when help is needed from others 

Able to manage own time, work unsupervised and keep records and expenses up to date

	Familiarity with all forms of social media to communicate with people of all ages

Ability to encourage recruitment of new volunteers

Ability to flex and adapt to changing demands and requests
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