Missing job descriptions for

· Stewardship

ADULT RELIGIOUS EDUCATION

The Chair will recruit a committee to assist in planning Wednesday Night Adult Religious Education classes. The ARE committee will consult with the Minister, Worship Committee, and others to identify appropriate themes (curriculum) and qualified instructors.  The Chairperson, though the committee, will insure that ARE classes are properly publicized.  The Chair will provide the Board a written monthly report on its activities and will attend bimonthly meetings of the Program Council.  The ARE Committee is responsible for submitting a yearly budget to be included in the church budget.

Emily Green-Cain, February 26, 2007

BUILDINGS AND GROUNDS

Includes tasks associated with maintenance and repair of church properties.  

· Finds volunteers to carry out tasks within the scope of the buildings and grounds functions.

· Serves as point of contact for the Operations Cluster Chair to insure that buildings and grounds tasks are getting done and that resources are available to do the work.

· Serves as point of contact for issues that arise concerning buildings and grounds functions.

· Provides oversight for the buildings and grounds functions to make sure that volunteers have the resources they need and that tasks are done in a timely way.
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CARING

The Chair of the Caring Committee is responsible for coordinating efforts to help church members in time of need, and to make sure that less mobile church members are not overlooked.  The chair is responsible for scheduling and planning the monthly meeting (agenda, minutes), signing up monthly Caring Committee Coordinators, submitting newsletter items about church members (and obtaining permission to do so) and sitting on the Church Council.  The chair is also responsible for coordinating information with the Minister and the Lay Ministers about illnesses, deaths, births and other life changes.

 

It should be noted that each chair of the Caring Committee has defined it as s/he wishes.  Minutes and agendas are not always part of this job!

 

Carol Bapty 3/19

CHILDCARE

"The Childcare COMMITTEE will be responsible for: publicizing childcare-related info and issues; educating the congregation on if/when childcare is(n't) provided; answering concerns; forwarding suggestions to the appropriate staff, committee, Council, or Board; and recommending improvements in policy and/or procedures as needed. This is to be done in consultation with the Child Care Coordinator and Office Administrator."

Since I am a committee of one, this pretty much describes my role as chair.  

Andrea Hewett 3/19/06

CHILDREN’S RE

The Religious education co-chairs are responsible for development, maintenance and coordination of a religious education (RE) committee.  The RE committee serves as representatives of our congregation and is responsible for coordinating and implementing a religious education program for the children and youth.  The RE programs include Sunday RE classes, Coming of Age, and OWL (Our Whole Lives) classes.  The responsibilities include articulating the RE Philosophy, formulating any associated policies and procedures, and approving the overall direction of the RE program in conjunction with the Director of Religious Education (DRE).  The RE committee also works with the DRE to develop and manage day to day operations of the RE program.  The RE committee plans and executes events related to the religious education program, for example, the annual Holiday party, the Teacher Appreciation Breakfast, Teacher of the Year, and the Easter Egg hunt.  The RE committee is responsible for evaluation and improvement of the RE programs in conjunction with the DRE.  Also, the members of the RE Committee are substitute teachers for the RE program.  In short, the RE Committee is responsible for representing the congregation and implementing a RE program in conjunction with the DRE.  The RE Co-Chairs are responsible for making sure that happens.  The responsibilities come to the RE Committee from the RE Committee Charge from the board.

RE Committee Charge

The Religious Education for Children and Youth Committee recommends policy with regard to the religious education of our children. Responsibilities include:

• Develop the philosophy, goals and objectives of the Sunday school program.

• Provide the philosophy for the Children’s Worship program.

• Sponsor activities or programs that will contribute to the spiritual, ethical and emotional development of our Youth.

• Give feedback, support, assist and participate in the evaluation of the Director of Religious Education (DRE).

The committee is also responsible for working with the (DRE). The responsibilities of the DRE with respect to the committee include:

• Advise the committee on policy issues and implementing policy decisions.

• Overview and follow the church school calendar

Vickie Jones, RE Co-chair

May 2, 2006

COMMUNICATION COMMITTEE

The Communication Committee publishes the newsletter, produces the website, maintains the bulletin boards, tends to the church’s history & archives, eats chocolate, and more. The chair(s) have the following responsibilities:

· Recruits and pampers staff for the newsletter, website, bulletin boards, history and archives.

· Schedule, plan and run monthly committee meetings.

· Provide chocolate at said meetings.

· Attend Council meetings and retreats.

· Write an annual report.

· Works with the church administrator on communications issues.

· Works with all church entities (Board, Committees, Staff, etc.) to be sure information is flowing optimally.

DENOMINATIONAL AFFAIRS
Denominational Affairs is the congregation’s link to all the activities of the Unitarian Universalist Association (UUA) and the Mid-South District (MSD) of which we are a part.  The committee helps to publicize meetings and workshops presented by both groups, and assists in informing the congregation about news and events concerning the broader Unitarian-Universalist movement.  In addition, the committee is responsible for recruiting delegates to the UUA’s annual General Assembly (GA) and presenting their names and qualifications to the church board for its approval.  Following GA, Denominational Affairs works to notify the congregation of the activities and actions of the assembly and to implement specific recommendations and programs of that group.  During 2006-2007, for example, the committee has worked with Rev. Seavey and others within the church to examine the Peacemaking Study Action Issue adopted by the assembly.  

The committee does not have a set meeting time.  Instead, the members meet as the demands of their responsibilities dictate.

Gail Sphar 2/12/07

FELLOWSHIP COMMITTEE

Overview of the Fellowship Committee

The Fellowship Committee is involved in a number of fellowship events throughout the year. The extent of its involvement varies with each event.

Fellowship events that are its primary responsibility are the annual Church Retreat, Dinners for Nine, church picnic, and Sounds baseball game.

The FC also organizes special outdoor events such as canoe trips. The Wednesday Night Dinners are also under the auspices of FC.  However, much of the weekly administering of the Dinners is conducted by the church administrator, and major decision-making regarding the Dinners is done through an informal ad hoc group. The FC also assists other committees in activities that have a Fellowship Component. 

The responsibilities of the Chair are the following:

· Recruit a committee and meet monthly

· Coordinate the annual Dinners for Nines registration and implementation

· Serve as chair of the annual church retreat if necessary

· Coordinate and assist in planning annual church Fellowship events such as church picnics and other church fellowship like events 

· Assist other committees that provide fellowship events when asked.

Dan Hiller, 4/23/06

FUNDRAISING

The Fundraising Chair(s) oversee activities designed to raise money (outside the Stewardship/pledge campaigns) for the church operations budget, but also some activities that in part foster fellowship.  The Church Auction and the Spring Yard Sale are the two biggest fundraisers on the church calendar, but chairs for these subcommittees are the primary leaders for those activities.  Other functions can include things like a holiday bake sale, compiling a church cookbook for sale, grocery card sales, afternoon tea/poetry reading, fall festival, etc.  It is largely the prerogative of the Fundraiser Chair(s) to decide what sort of activities will take place and when.  The Chair(s) is/are not considered part of the Council but may attend meetings.  The Chair(s) is/are part of the Finance Committee and participation to some degree is expected.
Jace Burch

January 25, 2007
MEMBERSHIP

I'll continue as membership chair for another year, unless someone wants to take my place. That wouldn't hurt my feelings at all! After 4 years, maybe we need new blood.

The Membership Committee organizes the Greeters, organizes New UU Classes, and plans events for visitors and new members. We work with the Membership Coordinator to welcome visitors to the church, assist prospective members along the path to membership, and help to integrate new members into the community.

As the Membership committee chair, I:

· Attend the Council Retreat

· Attend Council Meetings

· Call regular Membership Committee meetings

· Recruit members to the committee

· Keep committee members up to date on prospective members and membership events

· Help Membership Coordinator with membership events: Meet the Minister, New Member class, New Member Signing Ceremony, new member social events. This involves bringing or arranging food, attending, and encouraging other committee members to attend.

· Consult with Finance regarding budget for the following year

· Submit Committee expenditures to bookkeeper

· Write an annual report of Committee activities

Liz Schneider 3/26/06

NOMINATING

The chair is selected each year by the Nominating Committee itself.  The chair must have had at least 1 year of service on Nominating.

The chair calls, schedules, and leads meetings.  The chair maintains a spreadsheet as to who fills any church leadership position, be it elected or otherwise.  He/she also attends Board meetings (usually April and May) to give the Board updates as to the June slate of officers, and to inform them of any problems that may arise such as an inability to find committee chairs.  The chair announces the slate of officers at the annual congregational meeting in June.  Traditionally Nominating's greatest time of action is during the late winter and spring.  However, as mid-term vacancies arise there can be need for meetings throughout the year.  As Nominating is taking on a much greater role in Leadership Development, there may be future duties arising from this as well.

Due to the nature of business within Nominating, sometimes Committee members, including the chair, may be talking with individual church members about leadership roles.  The chair should strive to make sure the committee as a whole is well informed of all activities, and must ensure that a culture of one-person-one-"vote" exists throughout the committee.

Jace Burch

May 1, 2006

OPERATIONS CLUSTER CHAIR

Includes buildings & grounds, technology, childcare, Memorial Garden, and space allocation.

· Finds volunteers to carry out tasks within the scope of the Operations Cluster. 

· Serves as point of contact for the board Operations Liaison to insure communication between the cluster and the board.

· Serves as point of contact for the church office to assign tasks to the Operations Cluster volunteers.

· Provides oversight for the Operations Cluster to make sure that volunteers have the resources they need and that tasks are done in a timely way.

· Works with volunteers to compile a budget, track expenditures, stay within budget where possible, and keep the Finance Committee apprised of anticipated needs in excess of the budgeted amounts.
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SOCIAL CONCERNS & ACTION

Shari’s and my roles have been primarily these things:

· set the agenda for, chair, and send out minutes for the monthly meetings

· stay in touch with leaders of the various subcommittees to support their efforts

· communicate to the congregation on behalf of both SCA and subcommittees (through  Fireside, blog, bulletin board, etc.)

· seek out social concerns & actions which do not require standing  committees, and encourage and support these efforts

· set up testimonials for the worship service once a month

· arrange for three special collections per year and be responsible for decisions on  their disbursement

· serve on the Council

· work with ARE to plan and support classes on SCA topics

· work with Denominational Affairs to plan the Palmer Lecture

Susan Johnston 3/19/06

SPACE ALLOCATION

Includes tasks associated with aesthetics, the gallery, room allocation and space planning for future use.

· Finds volunteers to carry out tasks within the scope of the space allocation functions.

· Serves as point of contact for the Operations Cluster Chair to insure that space allocation tasks are getting done and that resources are available to do the work.

· Serves as point of contact for issues that arise concerning space allocation functions.

· Provides oversight for the space allocation functions to make sure that volunteers have the resources they need and that tasks are done in a timely way.
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WORSHIP

The mission of the Worship Committee:

 

The Mission of the Worship Committee of the First Unitarian Universalist Church of Nashville is to assess the spiritual needs of the congregation regarding worship and to provide leadership to meet those needs every Sunday by engaging invigorating women and men to lead worship services when the Minister is away, by recruiting and training dynamic lay leaders, and by providing feedback and encouragement to the Staff.

 

The role of the chair of the committee:

· Prepare agenda for committee meetings; run committee meetings.

· Coordinate and train the lay leaders.

· Recruit the lay leaders and committee members.

· Share with others on the committee carrying out tasks as needed, such as contacting potential speakers, working on worship-related issues, etc.

· Participate on the Council.

 

Alan Leiserson March, 2006
