Job DescriptionPRIVATE 
Preacher’s Aid Society and Benefit Fund Program Assistant

Purpose: The purpose of the position of Preacher’s Aid Society and Benefit Fund (PASBF) Program Assistant (Assistant) shall be to represent the Executive Director of the PASBF and the various functions of the Executive Director including, but not limited to: Caregiving for retired clergy and their spouses; representing the ideals of the Preachers' Aid Society and Benefit Fund; promoting good will among the clergy and lay constituents of the Conference.

A. Requirements:


1. The Assistant shall be a retired clergy member of the Illinois Great Rivers Annual Conference.


2. The Assistant shall live within the bounds of the Illinois Great Rivers Annual Conference.


3. The general location of the Assistant's home shall be a factor for consideration in the choosing of the Assistant.


4. The Assistant shall not be a member of Conference Council of Finance and Administration (CCFA); the Board of Pensions and Health Benefits (CBPBH), or the Board of Directors of PASBF. If membership is currently held on one of these boards, it must be relinquished on or before the date of contract.

B.
Responsibilities:


1. The Assistant will provide pastoral care to clergy retirees and their spouses within a geographic area specified by the Executive Director. This includes, but is not limited to:



a.
Attendance at family funerals and visitations



b.
Hospital and nursing home visitation



c.
Visiting at particular times of need



d.
Visiting during times of life transitions



e.
Attendance at group meetings of retired clergy



f. 
Where feasible and when asked, personal delivery of death benefit and the initial survivor benefit check



g.
Any other situation where a visit is deemed prudent by the Executive Director

2. It is expected that the Assistant will provide Spiritual help and support for retirees and their families through prayer and pastoral care as would any pastor.


3. The Assistant will be an ambassador of good will for the Executive Director and his/her office, as well as the Preachers' Aid Society and Benefit Fund.


4. The Assistant will pay courtesy calls to known donors and will help seek out new donors.  The Assistant will become familiar with different ways of giving, but will not be asked to write any giving plans.  Training will be supplied by the Executive Director and through continuing education opportunities paid by PASBF.  The Assistant will advise the Executive Director of potential givers, when follow-up is needed, and when donors ask for assistance.


5. While it is difficult to establish time requirements and these may vary greatly with the random circumstances of deaths, hospitalizations and other needs, it will be generally expected that the Assistant will devote at least 15 hours per week to his/her responsibilities. This includes driving time.


6. The Assistant will combine visits whenever feasible to maximize the use of time and mileage.


7. The Assistant will provide a monthly report to the Executive Director on all activities, contacts, etc. The Executive Director will provide a standard form.


8. Preaching or speaking in local churches, whether compensated or not, will not be considered as time spent on the job.


9. Training will be provided by the Executive Director as needed.


10. The Assistant is amenable to the Executive Director in all matters concerning this position.

C. Remuneration:


1. Current salary is $15,000 per year ($1,250/month) shall be established.  It will be paid monthly.


2. The Assistant is considered a self-employed individual under contract. Taxes will not be withheld. A 1099 will be issued. Workman's compensation insurance will not be provided. Also because of the self-employed status, we cannot offer salary-withholding agreements.


3. Mileage shall be reimbursed at the Standard IRS Reimbursement Rate.


4. Meals on the road or other incidental expenses will not be reimbursed.  However, due to the size 



of our conference and territory, hotel costs when needed will be reimbursed.  

5. Because the position is part-time, and work hours are flexible, paid holidays, sick days, personal days, and vacation days will not be considered.  
D.
Application Process:


1. Applicant search announcements will be issued by e-mail, announcements in the Society Page, the Current, and by word of mouth.


2. An application form will be developed by the Executive Director

3. Completed application forms will be reviewed by the Executive Director and a select number of applicants will be contacted for an interview.


4. Selected applicants will be interviewed by the Executive Director.  The Executive Director may use the Personnel Committee for input, but the Executive Director will decide who to hire.

5. All applicants will be notified of the final choices.

E.
Evaluation


1. The Assistant will be evaluated continuously, but a formal evaluation shall take place annually at or about the anniversary of the contract.


2. The Executive Director shall conduct the evaluation with review by the Personnel Committee.

F. Termination


1. The contract for the position of Assistant may be terminated by either party with two weeks notice.


2. If the Executive Director wishes to terminate the contract, he/she shall consult the Personnel Committee for approval. The reasons for termination will be clearly stated in writing.


3 The Assistant shall have the right to appeal the decision to the Personnel Committee.


4. If the Executive Director deems it necessary, he/she may suspend the Assistant immediately with pay. Salary shall continue for at least two weeks, until ratification of termination by the Personnel Committee.

G. Changes and Disclaimer


1. The PASBF Board reserves the right to change the terms of this job description at any time, for any reason.


2. This document is not a contract for employment


3. The contents of this document and the Assistant's ability to fulfill these requirements may not be construed as an indication of guaranteed employment.
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