Youth Ministry Coordinator

General Synod of the Scottish Episcopal Church

Salary £27,382-£30,819 (pro-rata for part-time staff)
Contract This role is offered on a permanent basis.
Hours 21-28 hours per week worked across 3-5 days. The work pattern will be

agreed with the successful candidate.

Some occasional evening or weekend work may be required with time off
in lieu.

Location 21 Grosvenor Crescent, Edinburgh (usually 2-3 days a week in
the office and as duties require). Applicants should be prepared to travel
across Scotland to fulfil the duties of the role.

We offer hybrid as well as fully remote working but the successful
applicant is expected to be living in Scotland while in post and be willing to
travel within Scotland to meet the demands of the role.

Annual leave 28 days of annual leave, plus 10 public holidays (pro-rata for part-time
staff)

Purpose of this role

We are at an exciting point in our Youth Ministry development: we are looking to build on the
success of our current programme and develop the work of the Provincial Youth Committee
(PYC) further by creating a new Provincial Youth Ministry team. This will be led by the Youth
Ministry Lead and supported by the Youth Ministry Coordinator, whose key areas of
responsibility are:

e Coordination and administration of Provincial Youth events, in collaboration with
Diocesan Youth Officers, Provincial Youth leaders and the PYC

e Providing effective organisational and administrative support for the Provincial Youth
Week (Yeek) including communication with delegates and their families, volunteers,
youth leaders and liaison with key partners

e Creating event publicity and handling communications in line with the Provincial Youth
Communications strategy

e Supporting the work of the Provincial Youth Committee

Who are we?

The Scottish Episcopal Church (SEC) is a diverse church in the liturgical tradition, with
approximately 300 congregations across Scotland. We are part of the Worldwide Anglican
Communion. The General Synod of the Scottish Episcopal Church is a registered charity serving
the Church at national (or ‘provincial’) level. The General Synod Office, with a staff complement
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of .30, supports dioceses (regions), congregations, clergy and laity across Scotland and
facilitates the governance of the Church.

The Scottish Episcopal Church’s Provincial Youth Ministry is affirming and inclusive. We
welcome young people and youth leaders from all backgrounds and church traditions. We
welcome racial diversity, neurodiversity and diverse gender identities and sexualities.

Who we’re looking for...

We are looking for someone with positive energy who will love working as part of our friendly
team. You will have a passion for organising, coordinating and making things happen. You
should have demonstrable experience of collaborative work, administering and coordinating
events, and a real enthusiasm for supporting work with young people. You should have a great
eye for detail and excellent communications skills. You should have the ability to respond
sensitively to a range of people and be flexible in changing situations.

We are an equal opportunity employer and invite applications from people of all backgrounds
and from any faith or none. We support flexible working arrangements to enable our staff to
combine meeting the demands of their role with their personal commitments or interests.

Duties

The annual Youth Week (Yeek) is held each year in August, while a growing number of Youth
Engagement activities are held throughout the rest of the year. It is expected that the postholder
will focus primarily on coordinating the delivery of Yeek in the period from February to August,
and on the youth programme the rest of the year. Key duties will include:

Event coordination (40%)

e Liaise with the PYC, Diocesan Youth Officers and Provincial Youth Leaders to coordinate
a programme of Provincial Youth Events

e Liaise with the Yeek Steering Group and Glenalmond College

e Make site visits to host churches for youth events where necessary, to connect with the
Rector and other key people

e Manage storage of Yeek kit by liaising with Perth Self Store

e Collate, monitor, and report data/information and statistics on participation and
feedback as required

e Ensure that leaders and parents of delegates are fully briefed prior to events

Administrative support (40%)

e Beresponsible for the event registration and application: creating applications forms and
collating and monitoring responses

e Ensure that risk assessments and any other necessary paperwork are in place

e Respondto queries from delegates, parents and other key groups and teams involved in
the organisation and delivery of youth activities

o Liaise effectively with the Finance team regarding payments

e Ensure that all administrative and communication records are accurate and up to date

e Provide organisational, administrative and clerical services to the Provincial Youth
Committee, as needed. The PYC meets 4 to 5 times a year, usually online.

General Synod of the Scottish Episcopal Church, Scottish charity number SC015962.
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From time to time, you may be required to assist with other administrative duties within
the General Synod of the Scottish Episcopal Church.

Communication (20%)

Publicise youth programme events and Yeek through Provincial channels before and after
the events

Assist with publicity, especially getting posters to charges and news to delegates’ parents
Print the booklets for Yeek and provide other admin support as needed

Share news of Provincial Youth activities and opportunities via Provincial channels,
including the Provincial Youth mailing list and social media

Send birthday and Christmas cards to all Yeek delegates

Working collaboratively with colleagues across the General Synod of the Scottish
Episcopal Church to support the creation of a warm, pleasant, and hospitable working
environment

This job description sets out the major duties associated with this role. The postholder may be

asked to take on additional tasks depending on the needs of the organisation. The duties of this

post could vary from time to time as a result of new legislation, changes in technology or policy

changes, in which case appropriate training may be given to enable the post holder to undertake

the new duties.

Key Relationships

You will regularly interact with the Youth Ministry Lead and the Provincial Youth Convener,
colleagues in the General Synod of the Scottish Episcopal Church, youth coordinators in
dioceses across Scotland, youth event delegates and their parents.

Person Specification

Criteria

Education Education or relevant experience beyond High School.

Knowledge and | Candidates must have:
Experience

Experience of events planning and coordination

Experience of handling administration for events and/or the work of a
committee

Experience of teamwork, including teams that connect remotely as
well as in person

An understanding of youth ministry and events involving teenagers

Experience of creating publicity for events and writing promotional
copy

An understanding of the principles and practice of safeguarding in the
SEC (training will be provided)

Skills

Essential skills for this role include:

General Synod of the Scottish Episcopal Church, Scottish charity number SC015962.
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Collaborative working — understanding how different groups of people
can work well together, especially when they are geographically
dispersed

Excellent organisational and administrative skills with an eye for
detail

Excellent written and oral communication skills, with the ability to
write accurate, engaging copy for promotional purposes

Good IT skills, including Google forms, MS Office, Excel spreadsheets
and Canva (training will be given where needed)

Desirable skills for this role include:

Avalid driving license (an employer’s contribution to driving lessons
may be possible for non-drivers)

Practical youth work experience would be a bonus: involvement in
youth events will be possible (training will be provided)

Attributes You will be:

An outgoing relationship-builder — someone who enjoys teamwork
and connecting with others

A positive, confident and enthusiastic person with a passion for
supporting youth work

Empathetic and a good listener
Adaptable and flexible

In sympathy with the work of the Scottish Episcopal Church and its
Provincial Youth Ministry

Note: The above description is not intended to be an exhaustive list but to indicate the
main responsibilities of the post. It may be amended from time to time, after
consultation with the post holder.

For an informal chat about this role, please send an email with your contact details to the Youth
Ministry Lead, Claire Benton-Evans ClaireBE@scotland.anglican.org

Benefits

The General Synod of the Scottish Episcopal Church operates a non-contributory workplace
pension scheme for its staff, with the opportunity for employees to contribute to a salary
sacrifice pension scheme if they wish to. We fully support flexible working and offer a range of
family friendly policies.

How to apply

Download the application form from our website: https://www.scotland.anglican.org/who-we-

are/organisation/vacancies/

You should use the Personal Statement section on the form to demonstrate how your skills,
interests and experience will help you in this role.

General Synod of the Scottish Episcopal Church, Scottish charity number SC015962.
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Send your completed form to HR@scotland.anglican.org by the closing date stated below.

You are welcome to send a CV along with your application form; however, CVs will not be
accepted in lieu of applications.

Use of Al

The Scottish Episcopal Church encourages the responsible use of Al, for example when editing
or correcting grammar in a job application. We do want to hear your voice when reading your
application and your personal statement should be written in your own words, reflecting your
individuality and suitability to the role.

Closing date 29th October 2025, 5pm

Interviews Interviews will likely be held in Edinburgh on 7" November. Travel
expenses to attend interview will be reimbursed.

Candidates shortlisted for interview who live far from Edinburgh may be
offered an online meeting instead. However, an in-person meeting will be
required before any formal offer of employment is made.

Pre-employment checks

We are committed to the safeguarding and welfare of all staff and volunteers. We use a
thorough and rigorous recruitment and selection process to ensure this commitment is not
compromised. Pre-employment checks include:

=  PVG Scheme check (Enhanced disclosure)
= Two references, one of which must be from your current or most recent employer
= Eligibility to work in the UK

Please note: You must have the unrestricted right to work in the UK to be eligible for this post.

General Synod of the Scottish Episcopal Church, Scottish charity number SC015962.
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