SESSION COMMITTEE JOB DESCRIPTION

Committee: Personnel/Administration
Date:  3-5-2011
References:  Book of Order (BOO) G-10.0102 n: Ephesians 4:11-12; 1 Timothy 5:17-21
Mission:  Using Jesus’ words as our motivation and prayer to guide our process, the personnel committee will provide love, support and counsel to staff people who lead and provide service to God’s Webster NY Presbyterian Church and the congregate members.  This committee will provide an orderly, focused, and considerate way to build a healthy work environment.

General Responsibilities: to provide for the administration of the program of the church, including employment of non-ordained staff, with concern for equal employment opportunity, fair employment practices, personnel policies, prevention of sexual misconduct, and the annual review of the adequacy of compensation for all staff. Emphasis is placed upon confidentiality and sensitivity.
Composition: 5-8 People with at least 2 Elders.  
Committee Chair: Member of Session

Meetings: The Personnel committee will formally meet at least once per quarter or 4 times per year.  Phone meetings and email communications will be done between meetings as needed.  Each staff member has an assigned care person from the personnel committee.  The staff member and the care person meet at least once every other month. 
Specific Responsibilities: 

1. Set specific committee goals and objectives for the new year each January, that a) are based upon their specific responsibilities as outlined in this Job Description and b) include plans to improve the health of the congregation based on input from the Natural Church Development (NCD) Health Planning Team and / or issues raised by the NCD Survey (if completed). These goals will be submitted for approval by Session at its February meeting.

2. Assign each staff member to a personnel committee care person. Meet with staff person at least every other month.  Provide counseling to staff member and appropriate feedback to personnel leader/head of staff regarding the staff member.
3. Establish, review, and update job descriptions of all staff positions once per year.
4. With appropriate individuals, conduct performance reviews on an annual basis.  Develop and update personnel review forms.
5. Provide support and assistance in hiring of non-ordained staff.  Provide consultation to any pastoral search team that may be operating.
6. Be the channel for handling personnel grievances.
7. With the Stewardship and Budget Committee, review adequacy of compensation, per constitution, for all staff.  Do research to understand the cost of living changes and benchmarking of national and local Pastoral/staff pay.
8. Inform the staff on a timely basis of any changes in compensation or benefits.
9. Keep informed of national/presbytery pension & medical policies and policy changes.

10. Update and maintain the Church Personnel Policies.
11. Provide the leadership for the Prevention of Sexual Misconduct Steering Committee which is responsible for maintaining and updating the prevention of sexual misconduct Policy (including forms) and training manual and for handling any sexual misconduct allegations.  Manage the training process.
12. Conduct Background checks as needed.
13. Work closely with the Pastors and the Governing Body committee to support the church administration procedures and practices.  Provide counseling and feedback to staff on effective leadership policies and practices.

