SCOTTISH EPISCOPAL CHURCH 
ENVIRONMENTAL AND CHURCH RELATIONS ASSISTANT
JOB DESCRIPTION
Title:
 Environmental and Church Relations Assistant 
The role involves administrative and executive support for the Church Relations Officer (CRO) across the range of the CRO’s activities. These currently include responsibilities in relation to the Church’s external ecumenical and interfaith relations, work for the Global Partnerships and Church in Society Committees, the Faith and Order Board and its pendant committees of liturgy, doctrine, canons, inter-church and inter-faith as well as a range of additional working groups. A particular emphasis in the last 12–18 months has been climate change and associated environmental issues. This emphasis is likely to continue for the next few years.
The role involves working as part of the overall General Synod Office staff team. Since the overall staff team is small, the role requires the need for flexibility to work with and support colleagues as necessary. 
The role is full time (35 hours per week)
Responsible to:

The Church Relations Officer
Duties:
1. To act as administrative assistant to the CRO, working alongside and at the direction of the CRO.
2. To prepare agendas and other papers relevant to the Boards, Committees and other working groups of the General Synod as requested by the CRO, including attendance at meetings of some of those bodies and the taking and preparation of minutes.
3. To handle the necessary secretarial functions in connection with the above, including typing, filing, proof reading, etc.
4. To support the work of such boards, committees and working groups including, where appropriate, the preparation of news or other promotional material for issue on behalf of such bodies. 
5. To support the CRO in connection with the Provincial Environment Group in its work in assisting the Scottish Episcopal Church to its target of net zero carbon emissions by 2030.

6. To be responsible for setting up and operating effective systems for the processing of grant applications, including working with the GSO Finance Department regarding grant payments, liaising with grant recipients (including overseas grant applicants), making use of Excel spreadsheets.
7. To arrange meetings and make other arrangements including travel, booking of accommodation etc as necessary for the CRO, Committee members and others.
8. To be responsible for the administrative arrangements required to be carried out by the General Synod Office in relation to the annual Church Youth Camp, liaising as necessary with GSO staff, delegates attending the camp and their families, and others involved in the Provincial Youth Committee including the processing of applications, fees and other practical arrangements concerning the youth camp.

9. To provide administrative support in connection with events required to be organised from time to time by the General Synod Office.
10. To work collegially and collaboratively as part of the overall staff team, giving assistance to other members of GSO staff from time to time as may be needed within the office (including occasional cover for reception or other staff during holidays/sick leave, etc.).
11. To assist in the arrangements for the General Synod meeting, as required.
12. To carry out any other duties as required by the CRO or Secretary General. 
ENVIRONMENTAL AND CHURCH RELATIONS ASSISTANT
PERSON SPECIFICATION
The candidate for the post will have drive and enthusiasm and be able to work to a significant extent on their own initiative. Particular qualities that are sought in the candidate include:
(a) Well-developed inter-personal skills and the ability to deal sensitively and effectively with people at all levels.
(b) Good communication skills (both written and oral).
(c) Good self-management, decision-making, administrative and organisational skills; a logical, systematic and innovative approach to challenges and opportunities.
(d) An ability to take initiative and work independently within agreed parameters.
(e) An ability to work flexibly and with agility to support colleagues to meet the overall work needs of the General Synod Office.
(f) An ability to create and sustain productive, long-term working relationships.
(g) An interest in and/or experience of climate change issues
(h) Experience in the use and application of information and communications technology including word processing, spreadsheets (Microsoft Excel), presentations, databases, internet and social media and other commonly used IT applications within an office environment (preferably via Microsoft Office 2) including email and calendaring systems and an eagerness to keep up-to-date and develop IT skills as needed for application in the workplace.
(i) Good keyboard skills with attention to detail.
(j) A supportive approach to assisting the Scottish Episcopal Church in its mission and ministry and an awareness of its culture as a voluntary organisation.
ENVIRONMENTAL AND CHURCH RELATIONS ASSISTANT
Outline Conditions of Service
Full-time – 35 hours per week
1.
Salary
The salary range will be £20,723-23,716 per annum (rates from November 2021).  Placing within the range will be in accordance with relevant experience.
2.
Holidays

28 working days leave per year and seven statutory holidays.  Three days leave require to be taken between Christmas and New Year.
3.
Sick Pay Scheme

13 weeks on full salary plus a further 13 weeks at half salary in the first year of service with one further week added for each category for each completed year of service up to a maximum of six months full pay followed by six months half pay.
4.
Pension Scheme

Employees are eligible to join a non-contributory defined benefit (final salary) Pension Scheme which also permits additional voluntary contributions.  Contributions to the Pension Scheme are made by the employer (currently at the rate of 32.2% per annum).  There is also a Death in Service Benefit.
5.
Period of Employment

Following satisfactory completion of a six month probationary period, during which a four week notice period applies (otherwise than in the event of gross misconduct), three months’ notice on either side will apply. 
6.
Retirement

There is no compulsory retirement age applicable to the post.
7.
Allowances

Actual expenses incurred while engaged on General Synod business will be reimbursed together with mileage at appropriate rates as approved by the Standing Committee (currently 45 pence per mile).
8.
Hours of duty

35 hours per week, the specific hours in the week to be agreed. (Normal full time office hours are from 8.45 am to 5.00 pm Monday to Thursday and 8.45 am to 3.45 pm on Friday.) 
There may be occasions when it is not possible to confine working hours to these times and the working week may be longer.  No compensatory payment is available unless exceptional circumstances pertain but a flexi-time system operates allowing for some appropriate time off in lieu.
9.
Location

The normal place of work is the General Synod Office at 21 Grosvenor Crescent, Edinburgh. There is a staff car park and it is normally possible to allow staff to bring cars to work. The role includes the possibility of some home working.
