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United Synagogue Job Description

Job Title:
Secretary/Clerk to the London Beth Din
(Part time 28 hours per week) 
Department:
London Beth Din
Location:
North Finchley
Salary:
£21,000 per annum for 28 hours  

Benefits:
Pro-rata 20 days holiday, plus Statutory Bank Holidays 

& Jewish festivals when they fall on your normal working day


Childcare Vouchers


Stakeholder Pension

Reports to:   Registrar to the London Beth Din
Hours:
28 hours: Part time - 9 am to 5 pm Mondays to Thursdays
Required to work occasional Sunday mornings when required

Job Purpose:

To assist with the efficient operation of the offices of the Beth Din by providing proactive, efficient and professional administrative support.
To assist with administrative support to the Registrar and Dayanim.
Key Tasks & Responsibilities of the post

Secretarial & Administrative 

· Provision of administrative assistance to the Beth Din to include responding to correspondence, typing, filing, telephone and email control and any other administrative duties as required.

· Provide administration for all matters and to answer enquiries related to divorce, marriages, marital status, and litigation from members of the Jewish community.

· To maintain the Beth Din diary. 
· Any other duties as required by the Registrar and Dayanim.
Generic other duties

Must be:

· Committed to the aims of the United Synagogue and act as an ambassador for the organization.
· Comply with The United Synagogue’s policy and procedures and code of expectations.
· Work collaboratively with other colleagues across the organisation to ensure the United Synagogue can achieve its vision, mission and strategy.
· Undertake appropriate training as requested by your line manager in conjunction with the Human Resources Department. And be committed to own continuous professional development. Act as an ambassador for the United Synagogue.
· Carry out any other reasonable duties as requested by your line manager/senior staff/undertaking such other duties that occasionally fall within the purpose of the post.
· Maintaining high levels of discretion and confidentiality at all times.
· This job description and person specification is not prescriptive; it merely outlines the key tasks and responsibilities of the post and is subject to change. Any changes will be made in consultation with the post holder. This Job Description is subject to alteration in response to changes in legislation or The United Synagogue’s operational procedures.
Person Specification

· Have proven administrative experience in a similar role.
· Be able and possess the sensitivity to deal with challenging telephone calls and callers regarding sensitive personal issues.
· Ability to work well in a team.
· Excellent communicator, comfortable with and accustomed to working at senior level, internally and externally.

· Ability to liaise with all levels of the United Synagogue and the wider Community,   Rabbonim and other senior external contacts.
· High level of professionalism. 

· Articulate and able to express him/herself clearly both verbally and in writing.
· Highly computer literate – fully conversant with Word, Excel, Databases, and Email and be able to type in Hebrew.
· Strong organisational, administrative and prioritisation skills.
· Able to think quickly and move rapidly from one area of work to another.
· A good working knowledge of the practices of the Orthodox Jewish Community.
· Committed to the ethos of the United Synagogue. 

