PRESBYTERIAN CHURCH OF AOTEAROA NEW ZEALAND

[NAME OF PARISH]

POSITION DESCRIPTION

for

-----------------------COMMUNITY OFFICER

as at [specify date]
PURPOSE OF POSITION:

The purpose of this role is to contribute to fulfilling the [name of Parish] mission objectives through responding to identified community needs in the areas of [specify]

REPORTING RELATIONSHIPS

Reports to:  

Directly to: Delegated member of the Outreach Team

Indirectly to: Parish Council.

Number of Direct Reports:

nil

WORKING RELATIONSHIPS
Internal:

Outreach Team

Parish Council

External:

Community organisations and funding agencies

Schools

Social Services

LOCATION
[Name of Parish/Presbytery]

BUDGET

Budget to be approved

Delegated financial authority:

Within approved budget

KEY RESULT AREAS  Example only
	Key Result Areas

(KRA’s)
	Key tasks and responsibilities



	1. Research & Analysis
	· Conduct community needs survey
· Complete survey analysis
· Assess impact of programme implementation

	2. Programme Development
	· Achieve acceptance by Parish Council of a planned programme responding to the community needs

· Resource the agreed programme

	3. Programme implementation
	· Meet the agreed programme objectives

	4. Self development
	· Complete an agreed training and development programme


PERFORMANCE INDICATORS

To be developed in consultation with the appointee

[e.g.: 

Programme accepted by the Parish Council as being relevant to the survey results and the mission objectives and is achievable within resources available

All programme objectives met within budget and timeframes

Re-survey results show the programme is meeting community needs]

PERSON SPECIFICATION

Knowledge and experience

· Knowledge and empathy with the objectives of the Presbyterian Church of Aotearoa New Zealand is essential 

· Commitment to the mission statement of the ----------------------- Church

· A commitment to working to the principles of the Treaty of Waitangi and an openness to people of all nations and cultures
· Teaching experience and/or experience in running small groups or workshops would be an advantage
· Computer literate, with publishing and database skills

· Experience in working within teams

Competencies

NB:  Examples only:

· Administrative expertise:

Having a sound understanding of and the ability to effectively organise yourself and maintain basic office systems necessary to achieve the goals and objectives set for this role

· Building and sustaining relationships:

The ability to establish and maintain positive relationships with people at all levels within the Parish and the local community, especially with varying age groups and the socially disadvantaged 

· People management:

The ability to maximise the quality and contributions of colleagues and others through whom the Community Officer achieves the goals and objectives set for this role

· Effective communication:

The ability to have clear and effective two-way communication with a wide range of people and in all situations, in order to explain, persuade, convince and influence others

· Honesty and integrity

The ability to model the highest standards of personal, professional and institutional behaviour

· Cultural sensitivity 

The ability to understand, and work effectively within the wider cultural and social environment of the Presbyterian Church/[name of Parish] and the local community 
· Planning:

The ability to develop and implement plans to deliver organisational objectives and aid the implementation of change.

· Strategic Thinking:

The ability to identify and analyse broad goals and vision and translate these into achievable action.

· Analytical ability:

The ability to break down the complexity of a problem or issue and make systematic and meaningful comparisons and assessments.
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