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Position description

[Position Title]

	Reporting to:
	[e.g. Church Council Chair]

	Location:
	[Congregation Name]
[Office Address]

	Employment type:
	[Casual/Part Time/Full Time] [Limited Tenure/Permanent]

	Hours:
	[No. hours per week for PT/FT only]

	Date: 
	[Month Year]




	

	Employee

	Signature

	Date

	

	Manager 

	Signature

	Date




[Congregation Name]

[This is an example; insert the Congregation’s own mission or description]
[We are a community of the Uniting Church in [Suburb] worshipping, celebrating and witnessing God’s love in the world, enabling people to discover new life through the Holy Spirit and to live by that discovery.

We are committed to issues of justice and social concerns and working with the wider church.]

Role purpose
[This is an example; insert 1-2 paragraphs relevant to the role]
The Administrator plays a key part in supporting the church’s goals of celebrating and witnessing God’s love in the world. The role provides a range of administration services including customer-focused reception, meeting support, record keeping, volunteer rostering, and maintaining tidiness in the church and office. The Administrator also supports Sunday services, and special events in the congregation.

Key selection criteria

Qualifications and experience
This position requires the following knowledge and experience:
· [Qualification]
· [Amount of experience]
· [Specific experience, e.g. customer service or proficient with MS Office]
· [Experience within the not-for-profit sector is desirable]

[bookmark: _Hlk518301769]Skills and abilities 
The successful applicant will have the following skills and abilities:

[Choose 5-8 of the following skills that are necessary for the role:]
1. [This is an example, fill in technical skills required for the role] [Administration skills: ability to manage competing priorities and meet deadlines; identifies processes, tasks and resources required to achieve a goal; establishes systems and procedures to guide work and track progress.]
2. Customer service: ability to provide outstanding levels of service; accountable and responsive to service issues that arise; and to manage risks to service delivery.
3. Attention to detail: observes fine details; identifies gaps in information; looks for logical sequences of information; highlights practical considerations of plans and activities.
4. Teamwork: ability to cooperate and work well with others in pursuit of team goals; to collaborate and share information; to show consideration, concern and respect for others’ feelings and ideas; to accommodate and thrive in context of others’ different working styles.
5. Problem solving: seeks all relevant information for problem solving; probes for the facts; analyses issues from different perspectives; identifies and proposes workable solutions to problems.
6. People management: clearly defines role expectations; monitors performance; provides timely and constructive feedback and facilitates employee development; ensures staff are effectively deployed through effective work and performance planning practices.
7. Project management: ability to develop project plans with clearly defined objectives and actions; to regularly communicate with stakeholders; to ensure project objectives are met by anticipating and managing potential and emerging issues; to hold the team accountable for delivery of projects within budget and in line with plans.
8. Organisation and planning: ability to use initiative and identify priorities in relation to work demands; ensuring priority tasks are scheduled to meet deadlines.
9. Systems administration: understanding of system administration and data management; experience and expertise in the use of database applications.
10. Conceptual and analytical ability: deals with concepts and complexity comfortably; ability to use analytical and conceptual skills to reason through problems; has creative ideas and can project how these can link to innovation and problem solving. 
11. Relationship development:  ability to identify issues in common and seek knowledge to build mutually beneficial partnerships; can identify and respond to other underlying needs and use understanding of needs and context to ensure outcomes are achieved and issues are resolved. 
12. Influence and negotiation: capacity to gain agreement to proposals and ideas; to build support for ideas to ensure ownership; ability to use chains of influence to achieve outcomes, and to involve experts or other parties to strengthen a case; ability to communicate, influence and support decision-making.
	
Personal competencies and qualities
The successful applicant will also have these personal competencies and qualities.

[Choose 3-4 of the following skills that are necessary for the role:]
13. Initiative and accountability: ability to be proactive; can seize opportunities and act on them; takes responsibility for own actions.
14. Communication skills: excellent verbal and written communication skills; excellent interpersonal skills, and ability to effectively interact with a diverse range of individuals, groups and committees.
15. Flexibility: adaptable; open to new ideas; accepts changed priorities without undue discomfort; recognises the merits of different options and acts accordingly.
16. Awareness of culture and diversity: awareness of issues related to inclusion and fairness; understanding of diversity in culture (Culturally and Linguistically Diverse Communities; CALD), ability, age, gender and sexuality (issues related to Lesbian Gay Bisexual Transgender Intersex – LGBTI – communities); capacity to embrace the values and benefits of diverse communities, including in faith-based gatherings and workplaces. 
17. Spiritual awareness: ability to demonstrate insight into the importance of faith; ability to reflect on one’s own spiritual life and interacts comfortably with people of all faiths.

Applicants will be required to obtain a Working with Children Check, and their employment may be subject to satisfactory completion of a National Criminal History Check.

Key accountabilities and activities

	Key accountabilities
	Key activities

	[Heading e.g. ‘Provide administrative support’]

	[List of responsibilities]
Other duties as requested from time to time.

	[Heading e.g. ‘Manage facility bookings’]

	[List of responsibilities]
Other duties as requested from time to time.

	Communicate effectively 
	[bookmark: _GoBack]Confidently convey ideas and information in a clear and professional way. Use feedback to refine communication, and handle difficult and sensitive communications.
Write and edit written communications to ensure they contain the information necessary to achieve their purpose.

	Demonstrate team-work 
	Openly share insights with others. Maintain effective and respectful relationships.
Participate in meetings and conversations with peers in a way that encourages collaboration, connection, and lighter and simpler systems.
Resolve any conflicts that may arise, through effective reconciliation methods.
Participate in development activities and exercises to enhance own leadership and foster a culture of teamwork in the Church.
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