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Sample

Job Descriptions

PECS 1/04

PECS 01/04

JOB DESCRIPTION FOR THE SUPERINTENDENT OF THE SUNDAY SCHOOL

(Alternative title:  Co-ordinator of Children’s Ministries)

Responsible to the Kirk Session

Duties
1. To teach children and young people and support teachers/leaders in the teaching programme.

2. To arrange for induction training of teachers/leaders.

3. To advise teachers/leaders of ongoing training events and encouraging them to take part.

4. To advise the Minister on the impact of curriculum resources currently being used.

5. To prepare a budget for submission to the Kirk Session following consultation with leaders and the Minister.

6. To ensure that when necessary appropriate worship is organised.

7. To ensure with the Kirk Session that all teachers/leaders have a copy of “The Child Protection Guidelines” and are aware of the practice and procedures contained in it.

8. To organise periodic meetings of teachers/leaders.

9. To bring to the Minister’s notice any problems with young members.

10. To provide initial counselling and support to young members under 18 years of age which may entail working one to one where it would break confidentiality to have another adult present.

11. To assist very young children who may need help with toileting.

12. To implement the requirements of the Child Protection Policy and Procedures of the Presbyterian Church in Ireland.

PECS 02/04

JOB DESCRIPTION FOR THE SUNDAY SCHOOL TEACHER/CHILDREN’S MINISTRY LEADER

Responsible to the Kirk Session through the Sunday School Superintendent/ Co-ordinator of Children’s Ministry.

Duties
1.
To be a regular participant in public worship.  To help young members grow within the Christian faith through teaching the programme defined by the Minister and Kirk Session.

2.
To prepare and present the programme as described and defined in the materials approved by the Minister and Kirk Session.

3.
To listen to, and encourage the children in their care.

4.
To take an active interest in the well being of the children in their care.

5.
To participate in the training opportunities offered by the Church and to attend meetings of teachers/leaders organised by the Minister/Superintendent/Co-ordinator.

6.
To provide initial counselling and support to young members under 18 years of age which may entail working one to one where it would break confidentiality to have another adult present.  (The Superintendent being advised prior to proceeding).

7.
To assist very young children who may need help with toileting.

8.
To implement the requirements of the Child Protection Policy and Procedures of the Presbyterian Church in Ireland.

PECS 03/04

JOB DESCRIPTION 

SENIOR VOLUNTARY YOUTH LEADER

The Senior Voluntary Youth Leader will be responsible to the Kirk Session.

Duties

1.
To encourage young people to consider a meaningful relationship with Jesus Christ.

2.
To provide a programme agreed with the Kirk Session which encourages young people to think about their faith and how it affects everyday living.

3.
To listen to and encourage the young people in their care.

4.
To co-ordinate designated youth programmes and the activities of Voluntary Youth Leaders within the organisation.

5.
To formulate suitable programmes for the young people with the assistance of voluntary leaders.

6.
To ensure that Health and Safety procedures are carried out at all times.

7.
To maintain accident and incident report logs and to advise the Minister and Kirk Session of any accidents and incidents.

8.
To prepare reports as required by the Kirk Session.

9.
To interview voluntary leaders along with appointed members from the Kirk Session as required.

10.
To liaise with parents.

11.
To call meetings of the voluntary leaders at regular intervals and to ensure that minutes are recorded as appropriate.

12.
To provide pastoral support and counselling to members as required which may entail working one to one with a young person under 18 years of age where it would break confidentiality to have another adult present.

13.
To implement the requirements of the Child Protection Policy and Procedures of the Presbyterian Church in Ireland.

PECS 04/04

JOB DESCRIPTION

VOLUNTARY YOUTH LEADER

Responsible to the Kirk Session via the Senior Voluntary Youth Leader.

Duties
1.
To assist the Senior Voluntary Youth Leader with the preparation of suitable programmes for the young people.

2.
To supervise the young people and to assist them as necessary during activities.

3.
To prepare materials and equipment as required.

4.
To ensure that Health and Safety procedures are carried out at all times.

5.
To report any faults in equipment, building or dangers to the Senior Voluntary Youth Leader.

6.
To report all injuries or incidents to the Senior Voluntary Youth Leader and ensure that said injuries and incidents are fully recorded.

7.
To assist with fund raising events.

8.
To attend meetings called by the Senior Voluntary Youth Leader and/ or the Minister.

9.
To provide pastoral support and counselling to members as required which may entail working one to one with a young person under 18 years of age where it would break confidentiality to have another adult present.

10.
To implement the requirements of the Child Protection Policy and Procedures of the Presbyterian Church in Ireland.

PECS 05/04

JOB DESCRIPTION 

YOUTH FELLOWSHIP LEADER

The Youth Fellowship Leader will be responsible to the Kirk Session.

Duties
1. To promote an atmosphere in which young people can feel relaxed and safe.

2. To provide resources relevant to young people.

3. To encourage young people to take an active part in the life of the Church.

4. To provide pastoral care and counselling as required.  This may entail a leader working one to one with a young person where it would break confidentiality to have another adult present.

5. To ensure the health and safety of the young people in their care and to report, injury, faulty equipment etc to Kirk Session as appropriate.

6. To implement the requirements of the Child Protection Policy and Procedures of the Presbyterian Church in Ireland.

PECS 06/04

JOB DESCRIPTION 

YOUTH ORGANISATION LEADER/ ASSISTANT YOUTH ORGANISATION LEADER

Responsible to the Kirk Session.

Duties
1.
To assist with the delivery of the agreed programme within the youth organisations of the Church.

2.
To assist in the preparation of programmes within the youth organisations.

3.
To assist with the discipline and general control of the young people during activities.

4.
To ensure the health and safety of the young people in their care and to report injury, faulty equipment etc to a senior leader as appropriate.

5.
To assist in the supervision of the young people during activities which take place outside the Church premises.

6.
To provide initial counselling and support to members as required which may entail working one to one with a young person where it would break confidentiality to have another person present.  (Assistant leaders to notify senior leader before proceeding to do so).

7.
To assist very young children who may need help with toileting.

8.
To implement the requirements of the Child Protection Policy and Procedures of the Presbyterian Church in Ireland.

PECS 07/04

JOB DESCRIPTION

YOUTH WORKER (paid)

Responsible to the Kirk Session.

Duties
1.
To encourage young people to consider a meaningful relationship with Jesus Christ.

2.
To provide a programme agreed with the Kirk Session which encourages young people to think about their faith and how it affects everyday living.

3.
To listen to and encourage the young people in their care.

4.
To organise and develop the After Schools Clubs.

5.
To initiate outreach work in a ‘detached mode’ with older youth in the district.

6.
To continue to develop links with others in their youth and children’s work.

7.
To continue to develop links with the local agencies, primary schools and secondary schools.

8.
To establish a weekly evening club with a more overt Christian content.

9.
To develop links between the young people in the outreach work and the general church youth work – for example the youth fellowship, uniformed organisations and the Church youth club.

10.
To be part of any church team planning summer programmes, play schemes etc.

11.
To provide initial counselling and support to young members under 18 years of age which may entail working one to one where it would break confidentiality to have another adult present.

12.
To assist very young children who may need help with toileting.

13.
To implement the requirements of the Child Protection Policy and Procedures of the Presbyterian Church in Ireland.

PECS 08/04

JOB DESCRIPTION 

ALL AGE DRAMA GROUP LEADER

Responsible to the Kirk Session.

Duties
1.
To help train the members of the group in the necessary skills to accomplish the aims of the group.

2.
To assist with preparation of scenes and scene changes.

3.
To assist with the organisation and smooth running of productions.

4.
To assist with costume changes as required which may involve the leader working on a one to one basis with a young person under 18 years of age, whilst recognising that every effort should be made to avoid situations where leaders are alone with a minor.

5.
To implement the requirements of the Child Protection Policy and Procedures of the Presbyterian Church in Ireland and thus ensure that members under 18 are properly supervised at all times.

PECS 09/04

JOB DESCRIPTION

CRECHE LEADER/ASSISTANTS

The Crèche Leader is accountable to the Kirk Session.

Duties
1.
Running of the crèche and ensuring that there is a safe, caring and welcoming environment for children and their families.

2.
Ensure that planning and preparation is carried out and that the activities offered throughout the session allow the children to experience creative, imaginative, manipulative, social and physical play.

3.
Ensuring the overall safety and well being of the children.

4.
Ensure that the play area is fully set out before the session commences and is tidied up after the session ends.  Ensuring good standards of hygiene are followed and that equipment is regularly checked and safe of use, replenishing the first aid box.

5.
Keeping up-to-date records: daily register of attendance, and accident book.

6.
Keeping completely confidential any information regarding the children, parents, or other volunteers which is learned in the course of your work.  Such information to be only passed on in the interests of the child.

7.
Attending to any other reasonable duties relevant to the post including the toileting of children which may result in the postholder being alone with a child.

8.
To receive and care for the children and infants when parents/guardians are present on the church premises.

9.
To ensure that adequate induction training is completed.

10.
To bring to the Kirk Session and /or parents’/guardians’ notice any problems with children.

11.
To implement the requirements of the Child Protection Policy and Procedures of the Presbyterian Church in Ireland.

This job description assumes that parents/guardians are present on the church premises and therefore are contactable in the event of an emergency.

PECS 10/04

JOB DESCRIPTION 

FOR A SEXTON/CARETAKER

Responsible to the Secretary of the Congregational Committee.

Duties
1.
INDOORS

· Open and close the Church as and when required.

· Clean and dust the Church, including the washing of floors, vacuuming, polishing silver and all woodwork.

· The cleaning of the offices/rooms.

· The cleaning of all the Halls/Premises.

· Prepare rooms for organisations.

· General maintenance of all buildings including the replacement of defective light bulbs, where it is safe to do so, exercising adequate care and obtaining adequate assistant to do so.

2.
OUTDOORS

· Check all drains and guttering to prevent blockage.

· Remove all litter from the grounds.

· Brush in front of church and halls each week.

· Cut lawns around church when required.

3. SPECIAL PROJECTS

· As directed by the Minister/Congregational Committee or their representatives to carry out special projects as and when required.

· Any other duties directed by the Congregational Committee or their representatives.

4. REPORTING

· To bring to the Secretary’s notice any problems with young members and organisations using church premises.

5. OVERSIGHT

· To help in overseeing young members who are present on church premises.

PCI 11/04

JOB DESCRIPTION

FOR CHOIR CONDUCTOR/ORGANIST/

MUSICAL DIRECTOR/PRAISE GROUP LEADER

Responsible to the Kirk Session.

Duties
1. To ensure the maintenance of the agreed musical standards at public worship.

2. To arrange and conduct training of choir members.

3. To advise choir members of choral events and encourage them to take part.

4. To prepare a budget for submission to the Congregational Committee following consultation with the Minister.

5. To ensure that all adult members of the choir are aware of the Child Protection Guidelines and the procedures contained in it especially in regard to their conduct and attitudes towards children and members under 18 years of age.

6. To bring to the Ministers’ notice any problems with young members.

7. To provide tutoring and support to young members under 18 years of age which may entailed working one to one.

8. To implement the requirements of the Child Protection Policy and Procedures of the Presbyterian Church in Ireland.

PCI 12/04
JOB DESCRIPTION

FOR THE LEADER OF THE MOTHERS 

AND TODDLERS GROUP

Responsible to: Kirk Session

Duties:

1. To prepare and implement a term-by-term programme of events for children, and some social events for the adults.

2. To ensure that planning and preparation is carried out and the activities offered ensure a safe and caring environment for the children and adults attending the group.

3. To ensure the overall safety and wellbeing of the children and that all statutory regulations and PCI requirements are met including Child Protection, Health and Safety and Insurance.

4. To ensure that all necessary practical preparations are made for the weekly activities.

5. To attend to any other reasonable duties relevant to the post including the toileting of children which may result in the post-holder being alone with a child.

6. To organise and service meetings of the Group Committee and use members’ views to inform the development of plans.

7. To carry out all administrative and financial duties

8. To maintain regular meetings with the Minister, providing as appropriate, information relating to the special needs of any Group members who may require pastoral care.

9. To keep the Kirk Session informed of the Group’s work and needs.

10. To implement the requirements of the Child Protection Policy and Procedures of the Presbyterian Church in Ireland.

JOB DESCRIPTION FOR DESIGNATED PERSON

Responsible to the Kirk Session

Duties

1. To give advice and support to Ministers, Leaders and Parents within their congregation on Child Protection issues.
If at any time a Designated Person does not know the answer to a question or is unsure how to advise them they should contact the Taking Care Office.

2. To organise Taking Care Training for Leaders working with children and young people within their congregation according to the Guidelines.
The Taking Care Guidelines (2004) stipulate that training for new leaders is recommended once every three years. Designated Persons are not required to take the training but to liaise with leaders to establish a suitable date for this training and contact the Taking Care Office so that a Volunteer Trainer can be contacted. 
3.  To be available for consultation if a Child Protection Incident arises.
In the event of an incident, the Designated Person of the Congregation is to be contacted by leaders. They should discuss the incident with the Minister although if ever a child or young person is in danger the authorities should be contacted as soon as possible. 

4. To remain a point of contact with the Taking Care Office.
Taking Care Updates are sent out from the Taking Care Office as well as information about conferences and courses etc. It is extremely important that the correct address details are held at the office so that information can be distributed effectively.

