UNITED REFORMED CHURCH

West Midlands Synod

Person Specification

Post Title: SYNOD CLERK

Criteria Essential | Desirable Assessed by
Experience
o Familiarity with the operations of the United YES App. Form (A)/
Reformed Church up to General Assembly level Interview (1)
e Participation in formal structures of organisations YES A
(Church or secular) including boards, committees,
task groups etc. at a responsible level.
Managerial Experience
e Leadership of organisations or projects YES Al
¢ Human Resources/line management experience YES
People Skills
e Good communication with a wide range of people YES A
in person, by telephone and in writing including e-
mail
e Ability to show leadership and judgment YES |
e Understanding of the roles of volunteers and YES All
employed staff
Technical/Professional Skills or Other Attributes
¢ Member of the United Reformed Church YES A
e Elder of the United Reformed Church (or LEP ) YES A
e Understanding of the URC YES Al
¢ General familiarity with the Manual YES |
e Ability to clerk meetings YES Al
Other Skills and Aptitudes
e IT skills, particularly in word processing and e-mail YES A
e Cardriver YES A
o Negotiation and conciliation skills YES Al
Personal Characteristics
e Commitment to the Mission of the United Reformed YES Al
Church and the Synod
e Discretion and integrity especially concerning YES |
confidentiality
e Self motivated and able to work alone and to YES Al
deadlines
e Flexible and able to deal with a wide range of YES |
topics
e Ability to keep well informed on all aspects of YES Al
Church life
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