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National Synod of Scotland
Job Description for a member of the 
National Synod of Scotland
Synod Executive

The Synod Executive
The Synod Executive comprises a convenor and the synod clerk acts as secretary.  
Membership is formed of the Convenors of each of the Synod committees, the Training and Development Officer (TDO), the Ecumenical Officer, Synod Accountant and the Synod Moderator. In addition, there are four lay members drawn from each geographical areas of the Synod.  General Administration of this committee is by the Synod PA Administrator. Together we strive to work collaboratively across all our specialisms and experiences in order to maintain good strategic leadership for the Synod.

The skills and experiences we seek from members are:
· individuals who are used to communicating ideas, suggestions, etc
· can work collaboratively 
· have the ability to work through objectives and agreed strategies
· willing to learn the functions of the Synod and it’s various committees.

Your Commitment:
· To read through the reports and papers before the meeting
· Synod Executive meets 5 times a year, 4 meetings on Zoom and 1 meeting in person (if possible)
· It is usual that a term of service is 4 years with the opportunity to serve a second term by mutual agreement.

Core Responsibilities of Synod Executive
Synod Executive takes seriously its responsibilities towards encouraging our continued inspiration from our Synod Aspirations. This is enabled through:
· Designing strategic objectives
· Creating structures that support the strategic objectives
· Incorporating appropriate systems and procedures
· Fostering leadership styles
· Employing staff and volunteers so as to fulfil the strategic objectives
· Developing necessary skills required

Remits
The core responsibilities include the following added remits:
· Annually review and communicate strategy and SMART objectives for the Synod and work of the committee. Noting the impact of strategic decisions on other committees
· Oversee the use of human resources within the Synod (voluntary and paid)
· Enable the work of Synod through its various committees to liaise with one another and to receive comments and concern from church meetings
· Prepare the agenda and resolutions from meeting of Synod in collaboration with Convenor, Moderator and Clerk
· Ensure that resolutions decided by the meetings of Synod and general Assembly are enacted
· Identify names of people to serve on Synod committees, task groups or in other roles
· Work towards having an inclusive balance of people on all committees
· Maintain the nominations matrix which should be published at least annually
· Oversee all forms of communication within the life of the Synod
· Maintain the Synod Risk Register
· Undertake any other issues which may from time to time arise and are not within the remit of any other committee or group reporting to this Synod.

Data protection obligations of all committee members
During their term of service, all committee members will receive papers and emails containing personal and confidential information.  In order to meet the requirements of data protection legislation, committee members are asked to sign an undertaking to maintain confidentiality.  This includes having an email address that no-one else uses. A joint email account, shared, for example, with another member of your household, is not
suitable for committee correspondence.  At the end of your term, you are required to delete all confidential emails and return all confidential papers or declare that you have securely
destroyed them. It’s good practice to delete all confidential or personal papers once the committee matter to which they relate has been concluded.  You will also receive a formal request asking you to declare that you have securely destroyed all confidential emails and are returning or have destroyed all confidential paperwork

If you would like to support the overall work of the Synod as a member of this committee please contact:

Convenor:
Rev’d Susan Henderson
synodexec@urcscotland.org.uk

Clerk:
clerk@urcscotland.org.uk
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