Sample Job Contract


(Date .................)

ASSISTANT YOUTH DIRECTOR, (name) CHURCH

Terms and Conditions of Employment

Dear ................,

I am pleased to confirm the terms and conditions of your employment with (name) Church.   Your position will be that of Assistant Youth Director and your place of employment will be at (name) Church.

The following terms and conditions apply to your employment:

Duties:

Your duties will be those set out in the attached Job Description.   Any changes to your duties will be discussed with you within a reasonable time frame and a new Letter of Employment detailing your duties will be drawn up upon agreement and given to you.

Term of Appointment and commencement date

There will be a six month probationary period to ensure your suitability for the position.   Performance appraisals will be conducted by your supervisor at 6 monthly intervals.

This contract is a fixed term, part-time contract, starting on .................., for a period of one year after which the contract may be renewed..

Hours of Work:

Your position will be classified as a part time, fixed term position.   You will be expected to work seven hours a week as Assistant Youth Director.

Remuneration:

Your wage will be $............ per year plus superannuation contributions.   This will be paid on the 15th of the month for the complete month.   This reflects an hourly rate of $............... .   Funds will be electronically transferred to your nominated account.

Superannuation:

The Super Guarantee Contribution (SGC) paid by the church will be at a rate of 9% of Ordinary Time Earnings and paid to a super fund of your choice.   (SGC is not payable on ordinary earnings less than $450 per month.)

Reimbursement of Expenses:

All allowable and reasonable work related expenses would be reimbursed to you on the presentation of all tax invoices relating to these expenses.

For items costing more than $100, it will be necessary to obtain the permission of the Pastor, or, if absent, the Treasurer of (name) Church.

Notice by you of intended termination

You are required to give 4 weeks notice of your intention to terminate your employment.

Notice by the employer of intended termination

You will be given 4 weeks notice of our intention to terminate your employment.   However, acts of serious and/or wilful misconduct will result in immediate dismissal.

Accountability and supervision

1 To be responsible to the (name) Church Council - but to liaise with the Pastor (your Supervisor) for day to day supervision, reporting and support.

2 To submit a report to Church Council on the status of church's current youth ministry whenever they request it.

3 To attend such meetings as the Pastor feels are necessary to:

· report on and plan youth ministry

· help train you for youth leadership

· pastorally support you in your ministry

Training and professional development

As Assistant Youth Director, you are required to attend training courses agreed on with the Pastor which will better equip you for ministry.   Part of an Assistant Youth Director's responsibility is to research and submit a self-training program/course to the Pastor so that intentional training is undertaken each year.

Confidentiality

During the course of your employment all personal information must be handled with the utmost of respect and confidentiality.   Upon leaving this position all personal and confidential information must remain confidential.

Annual Leave:

You will be entitled to 4 weeks pro-rata (...........hrs) leave at the completion of each twelve months of employment.   Leave must be taken within the year that it is earned at a mutually agreed time.

Sick Leave:

You will be entitled to 2 weeks pro-rata sick leave (i.e. ....... hours) for each year of employment.   A certificate of proof of illness may be expected on occasions of prolonged sickness (longer than one day).

Long Service Leave:

Your entitlements in relation to long service leave will accrue as governed by (Australian State's) Legislation.

Kind regards, 

Job Description

Job description for Assistant Youth Director

(name) Church 

(as valid on [date..........])

RESPONSIBILITIES

· To co-ordinate the evangelism, discipleship and corporate ministry of youth (high-school age) at (name) Church.

· To call together a group of people gifted, willing, available and faithful to form a leadership team to assist you in your ministry.

· To meet at least monthly with your leadership team so you can lead, train, plan with, reflect with and encourage them in their ministry.

· To disciple the youth of (name) Church so that:

1 Praying to God is second nature

2 They are well grounded in Biblical truth

3 They learn the principal of sacrificial giving

4 They learn the mission they have individually and together as members of Christ's church

· To develop a strategic plan and goals for the youth ministry team each year.

· To pay particular attention to discipling youth in small groups.

· To try and have at least one youth camp a year.

· To encourage and co-ordinate youth involvement in worship (particularly in the youth service).

· To be responsible for the maintenance of records of youth attendance/membership of small groups and passing this on to the Administration Team.

· To submit a Youth budget to Church Council and to work within a budget agreed with them (keeping faithful records of income and expenses).   Additional expenses beyond budget will need to have prior approval of the Pastor in consultation with the Financial Manager.

For all items costing more than $100, it will be necessary to obtain prior permission from the Pastor, or, if absent, the Financial Manager of (name) Church.

· To attend Church Council as a full member of Church Council.

· To meet with the Pastor for reflection and planning at least once a fortnight.

TERM OF EMPLOYMENT

The contract for Assistant Youth Director is a fixed term, part-time contract, for a period of one year (subject to a successful six month probationary period).

REMUNERATION

Annual wage of $................ plus superannuation contributions, representing an hourly rate of $.........

HOURS OF WORK 

7 hours a week. 

COMMENCEMENT DATE

Date..............

PERSONAL REQUIREMENTS

· To maintain a life of personal prayer and Bible study.

· To display a servant heart, particularly toward the leadership of the church.

· To be an example to those you lead morally, spiritually, and socially.

· To worship at (name) Church

PERSON SPECIFICATION

· Have a personal commitment to the Christian faith as stated in the Nicene Creed.

· Be an active member of a Christian congregation

· Have a good grounding in Christian theology

· Be experienced in working with young people

· Show evidence of natural leadership qualities

· Understand the characteristics and needs of young people

· Be able to work collaboratively with a servant heart

· Is self motivated and has a high work ethic

· Is wise.

· Is a gifted communicator

· Is willing to have a police check and be trained in mandatory notification and workplace safety


(Date ................)

To: ..........(Name and address of the person who is being offered the job).

Offer of Employment

Dear ...............,

The (name) Church Council on behalf of the (name) Church congregation, is pleased to offer you employment in the position of Assistant Youth Director as detailed in the Job Description and in accordance with the Terms and Conditions of Employment applicable to the position.   (Copies of these documents are attached for your reference).

Your Commencement Date is (date ..............).

We wish you God's richest blessing as as you begin your association with us.

To indicate your acceptance of this Offer of Employment and of the Terms and Conditions of Employment, please sign both copies of this letter.   Retain one copy for your record and return one copy to me, Church Council Secretary, (name and address ..............................).

Yours sincerely, 

(Church Council Secretary)

Employee Endorsement

I advise that I understand the Job Description and accept the Terms and Conditions of Employment for the position of Assistant Youth Director.

I accept this Offer of Employment.

Signed: …………………………………....... 

Date: .................................


(Print name .......................................)




Church address


Telephone: 


Facsimile: 


Replace: 


E-mail:





Pastor's name


Church address


Telephone: 


Facsimile: 


E-mail: 








