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1.0
OVERVIEW OF THE POSITION
The Associate Warden is elected to the position by parish members at the Annual Vestry Meeting and serves as a Member of the Church Committee.  The Associate Warden assists and provides support to the work of the People's and Rector's Wardens.
2.0
RESPONSIBILITIES
Synod of the Diocese of New Westminster - Canon 14: Division 2 - Parish Officers -1424: “The duties of the Church Wardens are to oversee, care for and administer buildings, records, and funds of the Parish, to make an annual report and to have made an audited financial statement for the Annual Vestry Meeting.  Provided however that the Wardens may delegate these responsibilities to other persons with the consent of the Church Committee.  The Church Wardens shall also assist in guiding the implementation of the programs of the Parish and generally share with the Minister in charge the pastoral and spiritual concerns of the Parish".

· Shares in planning and preparation of the agenda for the Annual Vestry Meeting.
· Prepares a report from the Associate Warden for inclusion in the Parish's Annual Report.

· Provides together with the Incumbent, Rector's Warden and the People’s Warden a shared leadership of the Church Committee. Assists in preparing the agenda for Church Committee Meetings, shares in chairing those meetings, and provides guidance to the business and work of the parish.
· Builds relationships with parishioners and represents the Parish community by actively listening to and bringing forward their ideas, interests, inquiries and concerns.

· Ensures the Church Committee completes an annual review of its performance.

· Ensures the Church Committee prepares a basic annual work plan/goals and provides follow up at Church Committee meetings to further these goals.

· Ensures the Church Committee refers to and updates the Church Committee's and the Parish's annual calendar of events.

· In collaboration with the other Wardens and Incumbent ensures that the parish membership list and other records are maintained and up-to-date.
3.0
QUALIFICATIONS/REQUIREMENTS

· Team worker, committed to the parish, the diocese and the national church.

· Listening skills an asset as he/she participates in the life of the parish, listens to the congregation, and engages with parish members / newcomers / visitors.
· Understands the need for and maintains strict confidentiality.

· Seeks to understand the perspectives and interests of others and respects differences where they may occur. 
· Attends and participates in monthly Church Committee meetings on a regular basis; provides information to the Incumbent if unable to attend a Church Committee meeting.
· Attends the Annual Vestry and Special Vestry Meetings.
· Reads Church Committee Minutes prior to the meeting and follows up on 'work to be completed' between monthly Church Committee meetings.
· May require submission of a current Police Record Check with Vulnerable Sector Check obtained within the last 12 months – depending on the specific responsibilities of the Warden.
Orientation/Training/Resources:

· The Warden’s Handbook, published by the Diocese; downloadable from the diocesan website under Resources / HR and Screening

· Canons and Constitution including Regulations.

· The Policy Manual. 
Sample only: 

Important

This position description was provided by a parish and is offered as a sample only. Please check it against the Generic Template provided in the Introduction section to make sure that all points are covered as they might apply in your own parish.

You are encouraged to alter the position description to fit the characteristics of your parish. Parishes differ in size, urban/rural location, range of programs, vision of parish/diocese, finances, ethnic groupings and other factors.

Essential

Most parish employees and many volunteer leaders fall into the High-Risk Ministry category as defined by the diocesan Screening in Faith Policy. This includes providing a Police Record Check with a Vulnerable Sector Check obtained within the last 12 months. This needs to be clearly stated in the position description.
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