Job Advert

Presbytery Clerk

Clyde Presbytery
       seek a Presbytery Clerk from early January 2021
1. To act as Clerk and principal advisor to the Presbytery, to the Business Committee and other Presbytery committees as required;
2. to manage the Presbytery office, including the supervision and line management of office staff within the Presbytery;
3. to organise Presbytery meetings of various kinds as may from time to time be required;
4. to offer confidential pastoral support, where appropriate, to all ministries within the bounds
5. to embrace the new regional Presbytery structure and advance the goals set out by the General Assembly 2019;

A good working knowledge of Church law and procedure is required, as well as good relational skills with the ability to offer guidance to Presbyters as appropriate.

The Clerk will provide a link to the offices of the Church of Scotland, to other Presbyteries and to congregations within Clyde Presbytery, as well as to other denominations. 
This will be a full-time position; normal hours of work will be 40 hours per week. The nature of the work calls for a degree of flexibility, thus hours of work will vary from day to day.  Evening work will be required.
The position attracts a salary of £45,000 per annum and is offered initially on a three-year contract, which may be extended depending on the needs of the newly formed Presbytery.
The appointment is subject to the approval of Clyde Presbytery.
Applications may be sent to the Presbytery Office at ‘Homelea’, Faith Avenue, Quarrier’s Village, Bridge of Weir PA11 3SX or e-mailed in confidence to clyde@churchofscotland.org.uk . Applications should comprise of a personal statement outlining how your skills, experiences and personal attributes match the requirements of the role and a full CV, including educational and professional qualifications alongside a full employment history showing positions held, responsibilities and relevant achievements.

Please include names and e-mail addresses of two referees.  Applications without both a CV and personal statement will not be taken forward in the process.  Each document should be a maximum of 2 sides of A4.
Closing date:  Friday 25th September 2020
A full job description/person specification is available and further details can be obtained from the Business Convener, Rev Kenneth Gray, or acting Presbytery Clerk, Rev Dr Alistair Shaw.  Please also contact Rev Gray or Rev Dr Shaw if you wish to have a confidential discussion about the role.
