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	St. Luke Cedar Hill

Anglican Church of Canada
3821 Cedar Hill Cross Road

Victoria, BC  V8P 2M6




Ministry Position Title:
Sidespersons/Greeters including a Coordinator of Sidespersons and Greeters who recruits parishioners to help in this area.
Term of Office:
Ongoing
Supervision & Support:
Reports to: 
Coordinator reports to Parish Council
Staff Liaison: 
Parish Administrator
Committee Responsible for this Ministry:  Parish Council
Population(s) served:
St. Luke’s Parishioners

Purpose: 
To provide an atmosphere of welcome and a spirit of hospitality prior to the services.
Duties & Responsibilities:


Coordinator: 

· Develops a roster of sidespersons for the Sunday services.

· Identifies a sidesperson for special services, if required.

· Meets with the sidespersons (and/or provides information via e-mail) for support, feedback, mentoring and information relevant to this ministry.

Sidespersons/Greeters:

· Greet parishioners and visitors at the entrance to the Church.

· Hand out leaflets (and Music Supplements or Junior Praise books as required) as attendees arrive for a service.

· During the offertory hymn, gather the financial and food bank offerings and present them to the altar.

· Direct traffic flow for communion.

· Direct traffic flow before and after a service.

· Record the service count in the Vestry Book and ensure the Vestry Book is signed.

· Refer to the Sidespersons’ Duties list for each service for further information.

Skills/Knowledge Required:


· Organizational skills.

· Open and friendly personality.

Qualifications Required:


· Regular attendee at one or more Sunday services.

· Comfortable talking to and greeting visitors and parishioners.

· Passion for making people welcome.

· Dependable and trustworthy.

· Known in the Parish and a regular member for at least 12 months, or have a good reference from another Parish before assignment to this ministry.

· Friendly and polite.

Limits of the position:

· Comply with the Diocesan Privacy and St. Luke’s Parish Confidentiality policies.
· Comply with the Sexual Misconduct Policy of the Diocese of British Columbia and sign an acknowledgement form.

Terms of work/service:
· Available a minimum of one Sunday per month, and special services if required.

· Available 20 minutes prior to the commencement of a service and after the service to tidy up leaflets and get ready for the next service.
Training Provided:
“On the job” training.  

Position Risk Assessment: 
Low
Benefits & Opportunities:
This is one of the most vital ministries of the Church as greeters and sidespersons represent the first face a parishioner or visitor sees upon arriving for a service.
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