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MARYHILL RUCHILL PARISH CHURCH

         1990 MARYHILL ROAD, G20 0EF
         CHURCH OF SCOTLAND  SC 014538
JOB DESCRIPTION


Title of Post:   
Church Officer 
Employer:
Maryhill Ruchill Parish Church – Kirk Session


Line manager:
The Minister of Maryhill Ruchill Parish Church

Date: 



August 2026
Main Purpose of Post:  
As a member of the Ministry Team of Maryhill Ruchill Parish Church of Scotland, to ensure the care and upkeep of the building, providing access to those using the building and a welcoming, safe space for worship, church activities  and community use 
Main Duties 

· Preparation of the building and attendance at the church for worship on Sundays, including Communion services, special services such as Remembrance Sunday and key seasonal events. This includes tidying up after services.
· Preparation of the church for funeral services and weddings. 
· Preparation of the premises for meetings and church activities including ensuring heating, airing and general making ready of the spaces

· Opening up and preparation of the premises for use by third parties, or where appropriate manage key holders as agreed by Kirk Session and locking up and tidying up after use.

· To monitor the condition of the building and report any damage or repairs required to the Minister as soon as possible.

· Co-ordinate repairs, including liaising with contractors, ensuring access for works to be carried out and keeping Kirk Session informed of progress.

· Responsibility for keeping the premises thoroughly clean and tidy. This will include the church grounds, toilet areas, kitchen and welcome area. Ordering of necessary supplies of cleaning materials, toilet paper, basic kitchen supplies etc.
Other responsibilities

· Provide regular updates to the Kirk Session on property matters.
· Play an active part in the annual Team Report submission to Presbytery.
· Undertake such other duties as deemed appropriate by the Parish Minister
Person Specification: Church Officer 
	Skills, abilities and knowledge
	Essential
	Desirable

	Excellent ability to prioritise workload
	√
	

	Excellent organisational skills
	√
	

	Ability to communicate effectively with others both orally and in writing and excellent interpersonal skills
	√
	

	Good numeracy Skills
	
	√

	Understanding of property matters and what is required for the healthy upkeep of a building


	
	√

	Personal Qualities


	
	

	Committed Christian with a live Church connection which is a Genuine Occupational Requirement in terms of the Equality Act 2010
	√
	

	Proven ability to work collaboratively with colleagues and contribute to effective team working
	√
	

	Willingness and proven ability to work in different ways and try new initiatives
	√
	

	Educational Requirements


	
	

	On-going commitment to continuing professional development including willingness to work towards qualifications and accredited training
	√
	


Terms and Conditions

· The post holder will have free occupancy of the Church Officer’s house at 1990 Maryhill Road and will be obliged to occupy the property during employment and to vacate the property immediately following termination of employment (Terms and Conditions of occupancy attached)

· This is a part time role for 14 hours a week
· The salary will be payable at a rate of £13.45 per hour less housing allowance of £77.70 per week. This provides a net salary of £107.60 per week, payable in arrears per calendar month
· There will be an annual appraisal commencing October 2027
· There are 5 weeks pro rata paid leave in each full holiday year which runs from 1 January to 31 December. Entitlement is based on full weeks worked. There are also 9 pro rata statutory holidays. 
· Sickness pay: two weeks full pay followed by two weeks half pay. The post holder will then revert to statutory pay.   
· The post is based at Maryhill Ruchill Parish Church.
· Agreed expenses and travel expenses by public transport or by use of own car at rates as agreed by your Employer and reviewed annually.
· Four weeks written notice period is required for this post
Employee Name




Employer’s Representative Name

Employee Signature



 Employer’s Signature

Date





             Date
APPENDIX 1

Accommodation:

The Employee shall have the free occupancy of the Church Officer’s house at 1990 Maryhill Road Glasgow (“the Property”). This includes rent, utilities and broadband/phone line costs.
The Employee will be obliged to occupy the Property during the employment and will be obliged to vacate the Property immediately following the termination of employment. The following terms and conditions shall, in addition, apply to the Employee’s occupancy of the Property: 

(a) The Employer will be responsible for keeping the Property wind and watertight and for keeping in reasonable repair the installations in the Property for the supply of water, gas and electricity and for sanitation, space and water heating. The Employer will also be responsible for keeping in reasonable repair and proper working order any fixtures, fittings and appliances provided to the Employee in connection with their occupation of the Property. Otherwise, the Employee shall be responsible for the internal maintenance and repair of the Property and for keeping it clean, aired and decorated to a reasonable standard;

(b) The Employee will not be entitled to make any alterations to the Property either internally or externally without prior approval from the Kirk Session
(c) The Employee shall keep the garden ground in a neat and tidy condition, free from weeds and shall keep any grass regularly cut;

(d) The Employee will be responsible for payment of the Council Tax and/or and for all water and sewerage charges payable in respect of the Property;

(e) The Employer and any persons authorised by it shall be entitled to inspect the Property externally and internally on giving reasonable prior notice to the Employee and to carry out such works or alterations as it may deem advisable;

(f) The Property shall be occupied by the Employee and members of the Employee’s immediate family only and lodgers, paying guests and the like are not permitted. The Property shall be used and occupied as a private dwellinghouse only and shall not be used for any other purpose.

