Job Description: Ministry Secretary of the
General Assembly

NECTAMEN CON SUMEBATUR

Job Title: ﬁﬂlyﬁ:-li]r Difice: Ceniral Church Offica, .bl'mmnhurg

Starting date:

Repoting to. General Secretary and accountabie 1o Minisiry Commities comesnce and members

Main Purpese of the position As cullined in the Manual of Falh and Order Chapler 17 (and elsewhete where relevan), the Ministry Secretary is
responsble through the Ministry Commities for all aspects relating 1o the selection, iraining, on-gaing pragmss and
welfare of sludents of the minisiry and probationers. The Minisiry Secretary is also responsible through the Minisiy
Commifies fior the funclions of the: fommer Ministarial Mﬂn‘np.md Family Care Commitiee which is now 8 subcommitiee
o the Ministry Commitiee, as culined in Chapler 5 (5.64 - 5.68] of the Manual of Falth and Order (and elsewhan
whers talevant).

Koy Defiverables: s Selecl, develop and support students for the Ministry in all iraining institutiors: in South Alrica, Zimbabwe: and

Zambia

*  Plan, coondinale and aliend bi-annual Probationer iraining programs locally and iransnafionally

* Provide pasioral care fo al siudenis and probalioners theough direct intenviews, comespondence and islephonic
cammunication

s Prepare and manage the annual budgel of the Minisiry Commifiee including the disbursement of academic fees,
alowance, grants and relaied matiers

¢ Lisise, communicale with (wrisen, lelephonically or in perscn), colaborate with, mest and negolisle with
Prashytarias and UPCSA organizations, including being involved wih dispule resalulion processes and mealings,
whan acling as represaniative of the Minisiry Commitiee and ils decisions conceming dther parties wha are in
dispuiie over fhe decisions or perceived adions and intenlions of the Minisiry Commilies {over the past few years
significant time has been spent on such dispule resalution)

o Linise with acacemic insttuions

+ Coominate and monilor the Felowship of Vocalion in presbyleses

« Supenise Sedbeng House of Studies and stall, serve on Trustees commities

& Mesl four limes annually (one and 2 haF days per meating) with the Ministry Committee of the General Assembly
Inordsr to discuss al relevant matters

o Compile the report on the Ministry Commitiee annually for General Assembly/Executive Commission and atiend
thess

« Serve on reevant committees and foums especially relating bo the training of studants of the minisiry within the
UPCSA and ather denominalions

» Ligise with fraining siaff al local and transnational Universifies

qu:l



