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United Synagogue Job Description
JOB TITLE:

Community Events Coordinator
LOCATION:

Muswell Hill Synagogue

WORKING HOURS:
20 hours per week with flexibility in days to allow attendance at some weekend and evening events
SALARY:   


£17,142 per annum (£30,000 pa pro rata)
REPORTS TO:

Chair of Board of Management
BENEFITS:


20 days holiday, plus 8 Bank Holidays – pro 
Jewish festivals when they fall on a normal working day Childcare Vouchers




Auto-Enrolled Pension

JOB PURPOSE:

To support the administrator, Rabbi and groups of volunteers at the Synagogues under the leadership and direction of the Honorary Officers, to assist in the logistics and marketing of all events held at the synagogue.
The post holder will need to deal with all members in a professional and courteous manner. They should seek to accommodate all their requests, whenever practical, to ensure that customer satisfaction is maximised.

ACCOUNTABILITY:
The Community Events Coordinator will work in collaboration with, and under the direction of, the Rabbi, who will also offer supervision and support to the post holder. Formal accountability is to the Chair of the Board of Management, who will meet regularly with the Community Events Coordinator to monitor the success of the post. The Vice-Chair or other appropriate member of the Board will offer guidance/management on other elements of the post. The Community Events Coordinator will also liaise closely with relevant central United Synagogue personnel.

DUTIES AND RESPONSIBILITIES:
To enable the delivery of a first-class, broad range of religious, cultural, social and educational activities, that engage our community, achieved by:

· Working with and supporting the Rabbi in calendar programming spanning the whole year, involving both regularly timetabled activities and one-off events

· Organising logistics for events such as catering, entertainment, security, cleaning

· Organising logistics and promoting learning events during Festivals and commemorative days (e.g. during the Yomim Noraim and Succot, on Yom Hashoah, the Tikkun Leyl Shavuot, Tisha B’Av programming)

· Working with the Rabbi and members of the Board of Management to provide input and ideas in designing communal programmes and events

· Ensuring that each event is well marketed and advertised to ensure suitable attendance levels; taking responsibility for all administrative and logistical aspects of an event, e.g. the venue, food, resources, payments
· Communicating with speakers, external partners etc. to ensure that all parties have accurate information and are fully briefed and that equipment has been provided, as required
· Offering support (logistical and practical) to Youth Directors/Leaders responsible for delivering youth activities in the community
· Offering support (logistical and practical) to members and committees of volunteers responsible for delivering activities in the community.
· Developing appropriate time lines to ensure all events are delivered on time and within budget
· Working with the Rabbi to further develop an ethos of volunteering in the community in order to support its activities 

· Developing a database of past, present and potential events
· Producing event publicity such as leaflets, adverts and posters, and identifying opportunities for pre and post-event publicity
· Updating and maintaining details of our programmes and maintaining the website

· Create engaging posters for events using software such as Indesign or Canva
· Update the synagogue calendar on the website including full details of all events, 

· Work with the administrator to manage a cloud based calendar of events for the Rabbi and HOs to access
· Carrying out any other duties as agreed with the Rabbi and the Chair of the Board of Management
PERSON SPECIFICATION
The person to be appointed to this post should able to demonstrate the following:
Abilities

· The job holder will be able to work unsupervised and to manage their own workload and deliver results under pressure and to tight deadlines and objectives
· They will have the ability to carry out their work with a high level of accuracy ensuring attention to detail  

· To manage and prioritise a wide range of administrative tasks and duties, both complex and routine, and deal appropriately with competing priorities

· The job holder will have event planning or administrative experience in a similar environment
· To work in a professional manner at all times and develop effective working relationships with colleagues and external customers
· To be able to work as an effective and pro-active member of the Synagogue team

· Liaise with Synagogues on a regular basis to ensure there is a constant flow of information between the job holder and the Synagogues
Skills

· Excellent communication skills both written and verbal

· Strong numeracy skills

· Demonstrable skills in time management and planning

· Strong computing skills and substantial experience of using Microsoft Word, Excel, Outlook, and web based email tools such as Mailchimp
· Skilled at delivering a consistently high quality customer focused service 

· Experience of managing a company or organisation website, including acting as administrator, able to upload articles, photos and edit web pages.  
· Experience of using social media including Facebook and other related websites, experience of simple design packages such as Canva
Knowledge

· Considerable knowledge of Jewish customs and practices

· Committed to the values, aims and objectives of the United Synagogue

GENERIC DUTIES
· Committed to the aims of the United Synagogue and act as an ambassador for the organisation

· Comply with The United Synagogue’s policy and procedures and code of expectations

· Bring to the attention of senior staff any health and safety requirements, which become obvious. In the event of any immediate danger, to take the appropriate action to reduce risk to physical danger to employees, members, contractors, volunteers, children, parents, visitors or staff

· Work collaboratively with other colleagues across the organisation to ensure the United Synagogue can achieve its vision, mission, and strategy

· Undertake appropriate training as requested by your line manager in conjunction with the Human Resources Department and be committed to own continuous professional development

· Carry out any other reasonable duties as requested by the Chief Executive or other designated senior staff/undertaking such other duties that occasionally fall within the purpose of the post

· Maintaining high levels of discretion and confidentiality at all times

· This job description and person specification is not prescriptive; it merely outlines the key tasks and responsibilities of the post and the key tasks and responsibilities are subject to change, any changes will be made in consultation with the post holder

· This Job Description is subject to alteration in response to the changes in legislation or The United Synagogue’s operational procedures

· Due of the nature of the work for which you are applying, this post is exempt from the provisions of Section 4(2) of the Rehabilitation Act, 1974, by virtue of the Rehabilitation of Offenders Act, 1974, (Exceptions) Order 1975 

· Accordingly, a valid and current enhanced Disclosure and Barring Service (DBS) certificate (formerly CRB) that is satisfactory to the United Synagogue will be required; please ensure that you complete the United Synagogue Application Form Part 2 appropriately 
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