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United Synagogue Job Description

POST:
                            Community Administrator 
                                       This  is a standalone role and entirely Lone Working 
SALARY:  

      £8,500 per annum
LOCATION: 

      Shenley United Synagogue 
REPORTS TO:                  Chairman or a designated Honorary Officer
WORKING HOURS:           12 hours per week Monday to Thursday Incl. 
                                       1 Sunday per month – 1 week day off
                                       3 hours per day (this may increase to 15 if it is required)
BENEFITS:                       20 days holiday, pro rata, plus Bank Holidays & Jewish   
                                       festivals when they fall on a normal working day 

                                       Ride-to-Work Scheme

                                       Auto-Enrolled Pension

1 MAIN PURPOSE OF JOB

To primarily manage and maintain all aspects of the Synagogue’s financial accounts and other financial records relating to the Synagogue. To provide proactive, efficient and professional administrative support to the Community support in managing the affairs of the Synagogue whilst delivering a high level of customer service to the communities. The post holder will need to deal with all members’ requests, whenever practical, to ensure that customer satisfaction is maximised.
2 SCOPE OF JOB

To provide proactive, professional, financial and administrative support for Shenley United Jewish Community - Synagogue thereby assisting in managing the affairs of the Synagogue whilst delivering a high level of customer service to the community. 

3
DUTIES & RESPONSIBILITIES 
I. Financial Duties
· To record, reconcile and pay monies into bank accounts including direct 
debits.

· To take payments over the phone and in person.

· Maintain full records of all payments and receipts in respect of Synagogue accounts, including those for donations, functions, and other education events.

· To maintain petty cash records and receipts. 

· To run monthly reports on members' outstanding fees.

· Ensuring purchase invoices are accurately input into the system for payment and for approval in accordance with United Synagogue policy.

· Assisting with the billing process in collaboration with the Financial Rep.

· Counting and taking money to the bank to be cashed on a weekly basis and on the last day of each month.   

· On a weekly basis to follow up - Chasing members unpaid membership subscriptions.

· Attending to monthly expenses of the Rabbi.

II. Administrative Duties

(i)
DATA

· Maintain membership database relating to the Synagogue and make all 

         necessary entries.

· Ensure member information is complete and up to date. 

· Ensure Disclosure and Barring checks (DBS) are updated and entered.
· Ensure CRP (school entry procedures: Certificates of Religious Practice    

or similar schemes), records are updated and entered.
(ii)
MEMBERSHIP

· Help members to complete their membership application forms as and 

         when required.

· Maintain membership statistics and records.

· Keep a register of the anniversaries of death of members and the wives


of members and close relatives and notify them of these anniversaries at   

              least three weeks before the anniversary occurs.

·     Provide to the wardens and/or Rabbis a list of those who have such 

anniversaries each week with appropriate details

(iii)
COMMUNICATIONS
Responsibility for the production of the weekly Newsletters prior to each Sabbath including the IT skills, inter alia, to use Word and Publisher programmes.

Print out and distribute around the Synagogue’s copies of the Newsletter prior to Sabbath

Ensure anniversary notice boards are kept up to date and tidy

Assist with mail shots and communities emails as and when required.

Taking and making telephone calls to members   

(iv)
MEMBER LIFE CYCLE EVENTS
To assist members in person or on the phone with regard to adopting procedures already in place for:

Births, Circumcision (Brit Mila), Bar/Bat Mitzvahs, Weddings and Deaths.

(V)
CORRESPONDENCE

To deal with general correspondence and queries by telephone, email and in writing as required by the HO’s and Rabbonim.

4.
HALL HIRE and FACILITIES MANAGEMENT
· Liaise with clients and caterers as to the availability, viewing and costs for hiring the Radlett hall.  Deal with hire details and ensure that hall is set up correctly and that cleaning staff and security are booked in advance.  

· Assist/arrange bookings and enquiries for outside organisations.  

· Ensure that the hall is correctly prepared for whatever function is being held.

5.
MEETINGS
· To co-ordinate and assist in preparing forms and documents for elections at the Synagogue in accordance with the relevant Byelaws. Distribute to members as appropriate, including:

· Annual Elections - Nomination forms and re-notice of motion -Notification to nominees -Replies from nominees - Consider notices of motion with HO’s - Prepare Voting papers -Prepare polling booths and ballot boxes - Scrutinise list - Election return to Head Office - Date of first meeting after elections.

6.
HEALTH & SAFETY
· Ensure that the building complies with Health and Safety Standards.  

· Deal/assist with any emergencies in the Synagogue when necessary,
· obtaining the emergency services should they be required and reporting 
                 Incident to The Centre and in the official record book.

7. 
CONTINUOUS PROFESSIONAL DEVELOPMENT
The post holder in accepting this position is required to take a proactive approach to their continuous professional development and to attend training and/or learning and development events as appropriate. 

PERSON SPECIFICATION

Abilities

· Able to work unsupervised and to manage own workload and deliver results under pressure and to tight deadlines and objectives. 

· Ability to carry out work with accuracy, paying attention to detail to ensure work is carried out to the high quality expected.

· To manage and prioritise a wide range of financial and administrative tasks and duties, both complex and routine.

· To work with Facilities Management personnel

· To work in a professional manner and develop effective working relationships with colleagues and external customers at all times whilst being discreet, trustworthy, and capable of preserving confidentiality

Skills and Knowledge

· Excellent interpersonal and written communication skills

· Demonstrable skills in time management and planning

· Strong computing skills and substantial experience of using Microsoft Word, Excel,

· Outlook, intranet based systems and databases. Some knowledge of PowerPoint and graphic packages is desirable.

· Skilled at delivering a consistently high quality customer focused service 

· Strong aptitude for accounts and numbers.

· Knowledge and experience of accounting and gift aid procedures

· Good knowledge of Jewish customs and practices

· An understanding of working in a Committee environment and alongside volunteers.

You must also:

· Be committed to the aims of the United Synagogue and act as an ambassador for the organisation.

· 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 Honorary Officers i.e. such other duties that occasionally fall within the purpose of the post.

· Maintain 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.  They 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 changes in legislation or The United Synagogue’s operational procedures.

· An Enhanced DBS Disclosure will be required.
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