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Pastor Position Descriptions guide

The Ministry of Pastor is a new Lay Specified Ministry which came
into effect on the 1% January 2009 for our Synod. We all now need
to abide under the guidelines and regulations associated with this

specified ministry.

Many things have changed with the introduction of the Lay
Specified Ministry of Pastor. For example | am sure you have
realised by now that the Presbytery has much more input into the
Position Descriptions and indeed into the appointment made (that
is, the offer of the position to the incumbent). We have developed
some useful guides for you as a congregational body seeking to
employ someone in a position which the Presbytery has
designated as appropriate for the exercise of the Lay Specified
Ministry of Pastor, to use. These can be found on the ministry of

pastor NSW/ACT website — http://www.ucapastor.org

One of the things to which you will now need to give some
attention is the development of the position description (PD). The
PD, once completed, needs to be forwarded to your Presbytery
(normally the Pastoral Relations Committee) for assessment and
approval (this is once HR has had a look at it and provided advice
and guidance re remuneration and conditions — see the relevant
guide for more information). The regulations state clearly that
all positions which come under the ministry of pastor must be

sent to the Presbytery and the presbytery has the
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responsibility to sign off on the terms of conditions of the

appointment.

What we have found is that church councils sometimes have
difficulty with the language used in the PDs, in that the language
that has been in use for many years sometimes has struggled to
articulate the seniority and pastoral responsibilities of the position.
These now need to be considered more carefully when putting
together a position description for positions which may come under
the ministry of Pastor. Hence the position needs to be articulated in
such a way that the seniority and level of responsibility of the role
is clear; particularly in terms of the pastoral responsibilities of the
incumbent, the PD should clearly show the level of
responsibility and seniority the role will carry

Most if not all Ministry of Pastor positions will normally be ones
which are primarily exercising pastoral leadership in the contexts
particular to the position and ministry location. In an attempt to
help and support you in the task of developing PDs, we here
provide the following suggest ed pre-prepared paragrap hs which
can be used in the position descriptions. We have also provided
information on the mandatory wording for pastor positions and
a number of template examples of pastor position descriptions
which you can use as a guide.

You will notice with the pre-prepared paragraphs that there are two
columns — one with the suggested wording, and the other with the
tasks to which the suggested statement coincides.

These are works in progress, and are not to be seen as definite by

any means. Feel free to articulate the roles and responsibilities in
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other words if you wish, always carefully keeping in mind the
following underlying principle - the PD should clearly show and
articulate the level of respon sibility and seniori ty of the role,
paying careful attention to the pastoral respon sibilities of the

incumbent.

If you have any questions or need help/guidance in developing a
position description or the process for the ministry of pastor, please
feel free to contact me on email, jorger@nsw.uca.org.au or phone
0433739105

It is extremely important to also note that employment legislation
changes on a daily basis and persons being appointed to the lay

specified ministry of Pastor, who are remunerated for the services

they provide, are employees . Given this it is imperative that all
employers and potential employers contact HR Services — Uniting
Resources before committing themselves to any course of action
that involves an employment relationship. HR Services is the
Synod'’s dedicated human resource provider and their contact
details are:

Mrs. Vicki Roper T 8267 4365 or E vickir@nsw.uca.org.au

Mr Ali Trad T 8267 4369 or E alit@nsw.uca.org.au
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Pre-prepared statements of Accountabilities and

Responsibilities & what they mean.

Task or tasks requiredE

Suqggested Position

Develop worship services or
guide the development of
services; plan the liturgy;
preside at worship services

Description Statement

Plan and lead worship services as
required

Exercise pastoral leadership of
worship in congregations or faith
communities in the Church

Provide spiritual and/or
pastoral guidance for people;

Teach the gospel;

Provide pastoral oversight of
people in and beyond the
congregation and/or faith
communities.

Provide pastoral care
including visitation, counsel,

prayer etc. in a community / or

beyond the gathered
community

Exercise pastoral leadership for
the people of the XYZ
Congregation/faith community

Exercise Pastoral Leadership
beyond a gathered congregation
for ABC at XYZ

Exercise leadership to the XYZ
Congregation/faith community

Exercise Pastoral leadership in
respect to teaching the beliefs and
practices of the Uniting Church

Exercise pastoral care for the
people of the XYZ congregation /
faith community

Prepare and deliver sermons
on a regular basis;

Preach in worship or other
services regularly / as required

Prepare and deliver and/or

Teach in small group and
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facilitate discipleship groups
and/or Bible studies etc.

discipleship situations

Mission outreach;
Evangelism;

Exercise Pastoral leadership in
respect to Evangelism or services
beyond a gathered congregation
or faith community

Compulsory wording for
Ministry of Pastor Positions

Compulsory wording to be
included in the Person
Specific Core
Competencies section

Abide by the discipline processes
as set out in the Constitution and
Regulation of the Uniting Church
and the Code of Ethics and
Ministry Practice adopted by the
National Assembly as they relate
to ministerial practice

Abide by the requirements of the
Uniting Church Regulations in
relation to the lay specified
ministry of Pastor.

Demonstrate the core
competencies determined by the
Ministerial Education Commission
as essential for all persons that
exercise the lay specified ministry
of Pastor
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Mandatory wording & sections for Position

Descriptions

All position descriptions must contain the following clause under

specific accountabilities and responsibilities:

“Read and understand the Basis of Union and have a
preparedness to work within the polity and ethos of the

Uniting Church in Australia as described in the Basis of

Union”

Where a role falls within the scope of the lay specified ministry of

Pastor, the position description for that role must also contain the

following clauses:

Specific accountabilities and responsibilities:

“Abide by the discipline processes as set out in the
Constitution and Regulation of the Uniting Church and the
Code of Ethics and Ministry Practice adopted by the

National Assembly as they relate to ministerial practice.”

“Abide by the requirements of the Uniting Church

Regulations in relation to the lay specified ministry of

Pastor.”
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Core Competencies — Person Specific

“Demonstrate the core competencies determined by the

Ministerial Education Commission as essential for all

persons that exercise the lay specified ministry of Pastor”
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Example Position Descriptions.

Below are a number of example position descriptions.

These are only examples and are not meant to represent the full
range of positions or options within positions which may exist as
appropriate for the exercise of the ministry of Pastor.

However, they are offered here so that you can use them as

templates for your own position descriptions.

Please note in particular the words and phrases in BOLD type as
they are the words and phrases which help articulate the level of
leadership and responsibility inherent in any position and ministry
location which is appropriate for the exercise of the ministry of

pastor.

As always if you would like more information or help, please feel
free to email me at jorger@nsw.uca.org.au or
call me on 0433 739 105
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Position Description 1

POSITION TITLE: Children’s Worker

LOCATION: ABC Uniting Church
The position reports to the Minister of the Word

POSITION The Children’s Worker is responsible for:
PURPOSE:

BEING AN Educator in children’s ministry through the core
activities of Kids Church, within the congregation and Scripture
Teacher in the wider community and in other activities the Church
Council or Children’s Worker may initiate from time to time

[¥] Developing AND DELIVERING programmes that connect
children aged XX years old with the church and an experience of
Christ. This will involve liaising with other ministry teams as
necessary.

[¥] Relating to parents of children involved in these programmes

[¥] Encouraging everyone at ABC Uniting Church to be a welcoming,
nurturing and safe community for children and their families

RELATIONSHIPS:
Reports to: The Church Council through the Minister

Position(s) reporting Volunteers who serve as Kids Church teachers,
to this role: Scripture Teachers and leaders in other church
children’s programmes

SPECIFIC
ACCOUNTABILITIES
AND
RESPONSIBILITIES:

1. Read and understand the Basis of Union and have a preparedness to work
within the polity and ethos of the Uniting Church in Australia as described in the
Basis of Union.

2. LEAD a team in implementing and resourcing children’s ministry activities on
Sunday mornings.
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ARRANGE and supervise the use of children’s ministry resources for Kids
Church. Any changes to the curriculum used in this ministry are subject to
approval by the Church Council.

TEACH Scripture in local schools to at least one class per school.

PROVIDE LEADERSHIP TO THE teams which publicise and organise
outreach events and programmes for children in and outside our faith
community. This may involve training and mentoring leaders for children’s
ministry.

PROVIDE LEADERSHIP TO the Children’s Ministry Team to draw in support
and resource people from the all-age Church community in order to maintain
effective children’s ministry.

ENSURE that all volunteers working with children in any activities under the
responsibility of the Children’s Worker first complete a prohibited employment
declaration form.

Abide by the discipline processes as set out in the Constitution and Regulation
of the Uniting Church and the Code of Ethics and Ministry Practice adopted by
the National Assembly as they relate to ministerial practice.

Abide by the requirements of the Uniting Church Regulations in relation to the
lay specified ministry of Pastor.

10

Other:

[¥] To network with other agents in similar ministries across the Uniting
Church and ecumenically

[¥] To undertake continuing education

[¥] To undertake such other tasks as the Minister of the Word may request.

CORE COMPETENCIES:

Role Specific: ' Ability to work with children

I Adequate level of teaching competence for teaching SRE
classes.

! Ability to keep a number of activities on track
concurrently. Personal time management, planning and
control skills.

! Ability to work down from the vision to specify the actions
that lead to specific outcomes.

! Personal maturity to work as an effective member of the
ministerial team

I Oral communication, presentation, and discussion skills
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Person
Specific:

(] Suitable knowledge and understanding of and
commitment to the Christian faith.

[¥] A team player with good personal time management,
planning and control skills

(¥] Ability to recognise the importance of attention to detail
and following through on commitments

[(¥] Adaptability and flexibility

(¥} Relationship building and persuasiveness

(¥] A high level of energy and drive
¥] Ability to handle pressure and ambiguity

(¥] Demonstrate the core competencies determined by the
Ministerial Education Commission as essential for all
persons that exercise the lay specified ministry of Pastor.

Prepared by:

Approved by:

Church Council Date:

Presbytery Date:







Position Description 2

POSITION TITLE:
Children and Family Pastor

LOCATION: ABC Uniting Church

POSITION The CFP is responsible for:

PURPOSE:

1. Leading the congregation in nurturing the faith formation

specifically of children and families

RELATIONSHIPS:

Reports to: Church Council through the Minster of the Word
EMPLOYER
PROFILE: Say something about ABC UCA here

SPECIFIC ACCOUNTABILITIES AND RESPONSIBILITIES:

1. Teach the beliefs and practices of the Church to children and
families
2. Provide leadership to other lay leaders in the children and family

ministry area

3. Oversee the development and delivery of discipleship
programmes

4. Preaching and Teaching as required

5. Provide leadership in connecting to the wider community —

specifically in terms of children and families
6. Develop and conduct worship and other appropriate services

7. Provide pastoral care and support to existing and future lay
leaders dealing with children and family ministry

8. Read and understand the Basis of Union and have a preparedness
to work within the polity and ethos of the Uniting Church in Australia
as described in the Basis of Union

9. Abide by the discipline processes as set out in the Constitution and
Regulation of the Uniting Church and the Code of Ethics and
Ministry Practice adopted by the National Assembly as they relate
to ministerial practice



10. Abide by the requirements of the Uniting Church Regulations in
relation to the lay specified ministry of Pastor

11.  Read and understand the Basis of Union and have a preparedness
to work within the polity and ethos of the Uniting Church in Australia
as described in the Basis of Union

12.  Any other duties as directed by the employer
CORE COMPETENCIES:

Role Ability to keep a number of activities on track
Specific: concurrently. Excellent personal time
management, planning and control skills.

Personal and spiritual maturity

Excellent oral communication, presentation,
negotiation and discussion skills

Demonstrate the core competencies determined
by the Ministerial Education Commission as
essential for all persons that exercise the lay
specified ministry of Pastor

Person A team player who also knows how to manage
Specific: their own business activities and time

] Ability to recognise the importance of attention to
detail and following through on commitments

Adaptability and flexibility, with a can do attitude.

] Relationship building and persuasiveness.

v) Broad and deep theological formation

Ability to think creatively and strategically

High-level self-confidence, personal integrity and a
willingness to work within the ethos of the Uniting
Church.

POSITION SPECIFIC KNOWLEDGE/QUALIFICATIONS/WORK
EXPERIENCE:

Essential:
Excellent written and verbal communication skills

Excellent PC skills on a wide range of software.



Desirable:

Prepared
by:

Approved
by:

[insert name]

Church Council

Presbytery

Date:

Date:






Position Description 3

POSITION TITLE: Youth Leader

LOCATION: ABC Uniting Church

POSITION The Youth Leader is responsible for:

PURPOSE:

1. The provision of pastoral leadership and care to the young people
and volunteer leaders of ABC Uniting Church’s youth and children’
groups.

RELATIONSHIPS:

Reports to: Minister of the Word

Position(s) reporting none

to this role:

EMPLOYER Insert profile of ABC Uniting Church
PROFILE:

SPECIFIC ACCOUNTABILITIES AND RESPONSIBILITIES:

1. Provide pastoral leadership to various children and youth groups
operated by the employer and explore new ways for them to
connect with God

2. Exercise pastoral leadership and oversight to volunteer youth
leaders.
3. Facilitate the creation and be responsible for the implementation

and effective delivery of engaging and exciting programmes for
child and youth groups

4. Deliver upper Primary and High School Scripture lessons in key
schools
5. Participate in staff meetings and when required provide written or

verbal reports to and or attend Church Council meetings

6. In co-ordination with the Minister in placement and Elders exercise
pastoral care to the youth and young adults of the congregation

7. Take a leadership role in the coaching of volunteer leaders in
effective leadership techniques and approaches.

8 Read and understand the Basis of Union and have a preparedness
' to work within the polity and ethos of the Uniting Church in Australia
as described in the Basis of Union




9. Abide by the discipline processes as set out in the Constitution and
Regulation of the Uniting Church and the Code of Ethics and
Ministry Practice adopted by the National Assembly as they relate
to ministerial practice.

10. Abide by the requirements of the Uniting Church Regulations in
relation to the lay specified ministry of Pastor.

11.  Any other duties as directed by the employer

CORE COMPETENCIES:

Role
Specific:

Person
Specific:

Ability to keep a number of activities on track
concurrently. Excellent personal time
management, planning and control skills.

Personal maturity to work as an effective member
of the ABC Uniting Church ministry team

Excellent oral communication, presentation,
negotiation and discussion skills

Ability to take initiative and work independently as
well as part of a team

Demonstrated ability to be able to work in a team
Ability to demonstrate care and empathy
Demonstrated ability to train others
Demonstrated Relationship building skills.

A high level of energy and drive

High-level self-confidence, personal integrity and a
willingness to work within the ethos of the Uniting
Church.

Demonstrated ability to work relationally and
effectively with small groups, ecumenically and
with local community groups

Demonstrate the core competencies determined
by the Ministerial Education Commission as
essential for all persons that exercise the lay
specified ministry of Pastor




POSITION SPECIFIC KNOWLEDGE/QUALIFICATIONS/WORK
EXPERIENCE:

Essential:

2+ years experience in working with youth and
young adults

Excellent written and verbal communication skills
Excellent PC skills on a wide range of software.

Prior experience in a similar role

Be able to reflect on, and discuss comfortably,
matters related to Christian faith

Desirable:

Prior experience in the Uniting Church

Familiarity with and understanding of the Uniting
Church organisational culture

KEY WORKING RELATIONSHIPS:

Internal: Ministry Team
Elders
Church Council
Congregation members and volunteers
External: ] Members of the local community and community
groups
Members of other churches
Prepared [insert name]
by:
ﬁ«pproved Church Council Date:
y:

Presbytery Date:




Position Description 4

POSITION TITLE: ABC local Pastor

LOCATION: ABC Uniting Church

POSITION The local Pastor is responsible for:
PURPOSE:

1. Exercising Pastoral Leadership by providing Pastoral care,

leadership of worship and teaching the beliefs and practices of the
Church for the ABC Uniting Church

Reports to: Church Council
EMPLOYER Something about ABC Uniting Church
PROFILE:

SPECIFIC ACCOUNTABILITIES AND RESPONSIBILITIES:
1. Provide pastoral care to the congregation

2. Teach the beliefs of the church in the congregation (e.g.
confirmation classes etc)

3. Conduct worship services in the congregation and in other places
as required
4. Preside at the Sacraments (p/ease note that Presbytery approval

and authorisation must be received before a pastor can preside at
the Sacraments)

5. Conduct Weddings and funerals as required

6. Provide pastoral leadership to the elders and others offering
pastoral care and pastoral visitation

7. Read and understand the Basis of Union and have a preparedness
to work within the polity and ethos of the Uniting Church in Australia
as described in the Basis of Union

8. Abide by the discipline processes as set out in the Constitution and
Regulation of the Uniting Church and the Code of Ethics and
Ministry Practice adopted by the National Assembly as they relate
to ministerial practice

9. Abide by the requirements of the Uniting Church Regulations in
relation to the lay specified ministry of Pastor




CORE COMPETENCIES:

Role
Specific:

Person
Specific:

Ability to keep a number of activities on track
concurrently. Excellent personal time
management, planning and control skills.

Demonstrate the core competencies determined
by the Ministerial Education Commission as
essential for all persons that exercise the lay
specified ministry of Pastor

Excellent oral communication, presentation,
negotiation and discussion skills

A team player who also knows how to manage
their own business activities and time

Ability to recognise the importance of attention to
detail and following through on commitments

A high level of theological and biblical literacy

A demonstrated proficiency in preaching and
teaching

Adaptability and flexibility, with a can do attitude.
Relationship building and persuasiveness.
A high level of energy and drive

Ability to handle pressure and ambiguity

Prepared
by:

Approved
by:

Church Council Date:

Presbytery Date:






Position Description 5

POSITION TITLE:

Pastor
LOCATION: XYZ Uniting Church
POSITION The Pastor is responsible for:
PURPOSE:
1. Providing Pastoral leadership in the congregation.
RELATIONSHIPS:
Reports to: Church Council
EMPLOYER
PROFILE: Say something about XYZ UCA here

SPECIFIC ACCOUNTABILITIES AND RESPONSIBILITIES:

2. Exercise pastoral leadership for the people of XYZ
Congregation

3. Provide spiritual and/or pastoral guidance for
people

4. Preach and Teach each week as required

5. Provide leadership in connecting to the wider
community by ...

6. Develop and conduct worship and other appropriate
services

7. Read and understand the Basis of Union and have a preparedness
to work within the polity and ethos of the Uniting Church in Australia
as described in the Basis of Union

8. Abide by the discipline processes as set out in the Constitution and
Regulation of the Uniting Church and the Code of Ethics and
Ministry Practice adopted by the National Assembly as they relate
to ministerial practice

9. Abide by the requirements of the Uniting Church Regulations in
relation to the lay specified ministry of Pastor



10. Read and understand the Basis of Union and have a preparedness
to work within the polity and ethos of the Uniting Church in Australia
as described in the Basis of Union

11.  Any other duties as directed by the employer
CORE COMPETENCIES:

Role Ability to keep a number of activities on track
Specific: concurrently. Excellent personal time
management, planning and control sKkills.

Personal and spiritual maturity

Excellent oral communication, presentation,
negotiation and discussion skills

Demonstrate the core competencies determined
by the Ministerial Education Commission as
essential for all persons that exercise the lay
specified ministry of Pastor

Person A team player who also knows how to manage
Specific: their own business activities and time

] Ability to recognise the importance of attention to
detail and following through on commitments

Adaptability and flexibility, with a can do attitude.

] Relationship building and persuasiveness.

v) Broad and deep theological formation

Ability to think creatively and strategically

High-level self-confidence, personal integrity and a
willingness to work within the ethos of the Uniting
Church.

POSITION SPECIFIC KNOWLEDGE/QUALIFICATIONS/WORK
EXPERIENCE:

Essential:
Excellent written and verbal communication skills

Excellent PC skills on a wide range of software.

Desirable:



Prepared [insert name]
by:

Approved Church Council Date:
by:

Presbytery Date:



Advertising for a Position

(Adapted from the HR Manual)

A draft advertisement for a position vacancy should contain the logo of
the employer and the Uniting Church and begin with an opening
paragraph which briefly depicts the employer’s activities where the

position vacancy exists.

The next paragraph usually describes the vacancy including a
description of the position duties, and to whom the position reports.
Once the position duties have been concisely stated, the following
paragraph would ideally contain qualifications, type of work
experience required, and any other characteristic, which may be

pertinent to perform the position satisfactorily.

The following statement must be included in all advertisements:

“A preparedness to work within the polity and ethos of the
Uniting Church in Australia as described in the Basis of Union.”

.7 Ministry of Pastor
Synod of NSW and the ACT




Where the advertisement is for a vacancy that falls within the scope of

the lay specified ministry of Pastor, the following statement must be
included in the advertisement:

“The role of [insert position title] falls within the scope of the
lay specified ministry of Pastor and any offer of employment for
this role will be conditional upon the successful applicant being

able to satisfactorily demonstrate the core competencies
determined by the Ministerial Education Commission as
essential for all person that exercise the lay specified ministry

of Pastor”

You can also use the following shortened form if required:

“Any offer of employment will be conditional upon the
successful applicant meeting the core competencies as

determined by the MEC as being essential for Pastors.”

Actual salary dollar figures are usually not placed in the
advertisement, but terms such as “attractive” or “competitive” are used
to describe the salary range. It may be beneficial to mention any

other package details that the position offers, e.g. motor vehicle.

Finally a closing date and contact name and address are given.




HR is available to provide advice on an appropriate
advertisement so that the most suitable candidates may be

attracted by the position advertisement.

On the following page is an example Advertisement.
The bits in italics are essential for potential Ministry of Pastor

positions.




Uniting Church in Australia  Youthful Congregation
Youth and Family Worker

Youthful Congregation is a congregation belonging to the Uniting Church in
Australia NSW/ACT.

We are committed to providing top quality care and support for our very youthful
congregation and the youth and families in the community in which the
congregation lives.

A challenging opportunity exists for an experienced, mission focused individual
with a youth and family worker background to continue and expand this work.

The position reports to the Church Council and an attractive salary package,
including use of a motor vehicle will be provided.

Applicants must be in a position to demonstrate a high level of personal integrity
and a preparedness to work within the polity and ethos of the Uniting Church in
Australia as described in the Basis of Union.

The role of Youth and Family worker may fall within the scope of the lay
specified ministry of Pastor and subsequently any offer of employment for
this role would then be conditional upon the successful applicant being
able to or show the potential to satisfactorily demonstrate the core
competencies determined by the Ministerial Education Commission as
essential for all persons that exercise the lay specified ministry of Pastor

Interested applicants should email their CV to youthful@youthful.com.

Alternatively, to find out more about this opportunity please call V. Youthful on (02)
555 5555.
Applications close on Friday 6" February 2009.



Extra Resources

You may find the following websites useful for learning more about the

Lay Specified Ministry of Pastor.

NSW/ACT Ministry of Pastor Website: contains all the guides,
checklists and documentation you need to process a pastor position
description.
Contains assessment information and resources for assessors.
It also has information and application forms for pathway B
applications for the Ministry of Pastor.

www.ucapastor.org

Uniting Church in Australia Assembly Website: contains the
regulations and the rules for Pastor. Also contains general information
on assessment and procedures.

http://assembly.uca.org.au/




