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This draft is solely intended as a template to begin a process for the clergy, the music staff, the caring ministry elders, the vision team, the personnel team, and the session to refine the document that has been approved as a new Care job description by Personnel Team
This draft does not lock a job description
This draft grants requests permission for the personnel committee to seek possible candidates.
This draft reflects an earlier Vision Team conversation about Care as well as discussions with Pastor Helen Deleon.
This draft contains a focus on the development of caring ministry, which focuses on a program that includes the grandparents, parents, adults, children, youth, and all church members in ministry together.

__________________________________________________________________


Webster Presbyterian Church

Job Title: Parish Associate for CARE
Wage/Hour Status: Part-time, Exempt
Accountability: Head of Staff, Care Committee, and Personnel
Compensation: Salaried as set in Employment Agreement
Hours: 19 hrs./week, schedule to be determined
__________________________________________________________________
Purpose: The Parish Associate for CARE will work in concert with the Head of Staff, along with other staff and the Caring Ministry Team, to form an innovative care ministry for grandparents, parents, adults, children, youth, and all church members. Draft


Job Framework: 
· The Parish Associate for CARE will gradually create a ministry that aligns with the intent of the Vision Statement for the congregation:

Webster Presbyterian Church is an evolving spiritual community joyfully serving Christ as active disciples. We welcome ALL alongside us to create a more loving, affirming, just and sustainable world, valuing spiritual inquiry, civility of discourse, scientific ideas, and artistic expression.

· The Parish Associate for CARE will focus on a ministry of caring for our Webster Presbyterian Church community and all church members in ministry. 

The chief aim of this role will be to ensure the continual care of the broader congregation members, including baptism, new members, health, as well as end of life issues in close collaboration with the Board of Deacons.
A second aim will be to develop a formal Care Team for support of the broader group.Draft


Responsibilities and Duties:

Primary responsibilities and duties include, but are not limited to:

· Baptismal/membership/other forms to complete for persons & Presbytery
· Follow-up with guests to determine their interest in becoming a part of the WPC community
· Sit with families while surgery is being performed
· Ensure coverage in the event of end of life issues or death including:
-   First contact in immediate care or death situations involving church members. Receives the phone call, make hospital visits if needed, make funeral home plans if needed, and then contact the deacon care triad by text.
· Ensure that death notice is written and distributed by Constant Contact.
· Receive and/or review prayer chain requests, forward them to the church secretary for distribution.
· Develop a strong partnership and collaboration with the Board of Deacons
· Support Staffing for Health & Wellness Committee


Relationships: 
This position is hired by the Session through the Personnel Committee with input from the Caring Ministry Committee (CMC).
Relates to the CMC as a coordinator / director and provides leadership to assigned caring committees; relates to congregation as pastor/ director; relates to the Presbytery of New Covenant as a member; relates to the community as a religious and spiritual leader. 

Accountability: 
This position reports to the Pastor/Head of staff.  This position is accountable to the Session who, through the Personnel Committee has responsibility for all personnel actions.  This person is member of the CMC and works with the Caring Elder(s) in carrying out the responsibilities of this position. 
Receives guidance from the Pastor/Head of Staff about the vision, strategic planning, and for guidance, prayer and support for this ministry

Draft

Evaluation: Performance reviews will be conducted annually by the Personnel Committee of Session, CMC, and the pastor as head of staff. The Session Personnel Committee will annually review the adequacy of compensation.




 Terms:

1. 19 hours per week
2. No benefits are included.
3. This position may be terminated by either party with two weeks notice.
