SAINT JOHN’S - NEWBERRY UNITED METHODIST CHURCH

2101 Newberry Street

Williamsport, PA  17701-1361

EXECUTIVE DIRECTOR OF THE 
WEST END CHRISTIAN COMMUNITY CENTER

JOB DESCRIPTION
_________________________________________________________________________

DUTIES AND RESPONSIBLITIES:

1.
Oversee overall operation of the Center including programs, activities and administration.

2.       Actively promote programs/activities happening within the Center.

3.
Prepare annual budget with Finance Committee of the WECCC Board of Directors.
4.
Research funding opportunities and initiate grants appropriate to Center mission.

5.
Coordinate development of programs that will be funded through grants.
6.
Serve as Center spokesperson clearly communicating the mission.

7.
Develop appropriate job descriptions for all staff and volunteer positions.
8. 
Coordinate teams as needed for: Fund-Raising, Program Development, Finance, Building Management, Marketing, and Volunteer Recruitment.
9.
Supervise and schedule activities of paid staff.
10.
Conduct annual interviews with Center staff.
11.
Provide ongoing communication and support with staff/volunteers and groups using the Center.

12.
Provide support in the implementation of fund-raising events.
13.
Oversee maintenance of facility, properties, and equipment.
14.
Attend trainings appropriate and necessary for Center’s ongoing development.
15.     Recruit volunteers through public speaking engagements and collaboration with                   

          community organizations.
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16.
Actively participate and collaborate with community groups organizations and foundations that support the                 

          vision and goals of the Center. 
17.    Prepare report for and attend Church Council meeting as needed or requested. 
18.     Act as liaison
between Center, Church, and Community.
19.     Meet with Senior Pastor on an as needed basis on Center related issues.

20.     Lease available space and prepare leases for signatures.

21.     Approve all Center invoices and initial for payment.

22.     Maintain documentation necessary for overall operation of Center, inclusive of staff/volunteer clearances and

          required trainings.

23.     Maintain and distribute monthly schedule of events.
24.     Prepare articles for the monthly Church Communicator.

This is not necessarily an exhaustive list of responsibilities, skills, duties, requirements, efforts or working conditions associated with the job.  While this list is intended to be an accurate reflection of the current job, the Church Council, in conjunction with the WECCC Board of Directors, reserves the right to revise the functions and duties of the job or require that additional or different tasks be performed when circumstances change (i.e., emergencies, changes in personnel, work load, rush jobs, or technological developments).

WORKING RELATIONSHIPS
1.
The Center Executive Director shall perform the above responsibilities under the supervision of the Senior Pastor.

2.
Questions or problems related to the job descriptions should be discussed with the Senior Pastor, the WECCC Board of Directors and/or the Church Council.

3.
The Center Executive Director shall work in cooperation with the Senior Pastor, the WECCC Board of Directors and Church Council or other approved structures as organized by the congregation in accordance with the most current Book of Discipline of the United Methodist Church.

4.
The Center Executive Director will participate in an annual review with the Senior Pastor and either the full Church Council or a sub-group designated by the Church Council.
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CONDITIONS OF EMPLOYMENT
1.
The Center Executive Director shall be hired upon recommendation of the Senior Pastor, the WECCC Board 

          of  Directors and the Church Council.
2.
Financial compensation, including salary/hourly rate, will be set at a level mutually agreed upon by the Center Executive Director and the Church Council and the Church/Charge Conference, through the negotiation and recommendation of the WECCC Board of Directors, under guidelines established by the Susquehanna Conference of the United Methodist Church, when applicable.

3.
The Center Executive Director is expected to work an average of twenty-five (25) hours per week.

4
If for any reason the employee or Saint John’s - Newberry United Methodist Church, in conjunction with the WECCC Board of Directors, wishes to end the employment relationship, a fourteen (14) day written notice will be given, if possible, to the other party.

5.  
Other benefits are outlined in the appropriate sections of the Employee Handbook.

LOCAL CONGREGATION EMPLOYEE POLICY
Notwithstanding the connectional relationships between the Susquehanna Conference of The United Methodist Church and the local churches or charges, it is the policy of the Conference that all matters dealing with hiring, firing and/or supervision of any non-appointed employee by a local church or charge shall be left entirely in the hands of the local church or charge and the employee to negotiate.  The employment of such persons shall place no additional liability upon the Conference with the exception of ordained clergy, diaconal ministers and lay persons enrolled in the denominational pension plan.  
I have carefully read and understand the contents of this job description.  I understand the responsibilities, requirements and duties expected of me.  I also understand that this job description does not constitute a contract of employment or alter my status as an at-will employee.  I have the right to terminate my employment at any time and for any reason, and the church has a similar right.

Center Executive Director_________________________________ Date _______________




                           (Signature)
Chair of Church Council___________________________________Date______________

                                                                                    (Signature)
Pastor _________________________________________________Date_______________

                                              (Signature)          
Approved:  7/22/2020    
