Beth Tikvah Congregation – Program Coordinator Role


Beth Tikvah Congregation – Program Coordinator

30 hours / $40,000 per annum (with $10,000 program budget)

Beth Tikvah Congregation is a vibrant, growing congregation in Richmond, the second largest area of Jewish population in BC, just south of Vancouver, British Columbia, Canada.

The mission of Beth Tikvah Congregation is to cultivate Conservative Judaism and 
enrich the Jewish identity, unity, continuity and heritage of our supportive and caring community through Torah study, meaningful worship, acts of loving kindness, support for Israel and celebration of Shabbat, Jewish Holy Days, Simchas and life cycle ceremonies.
The Program Coordinator reports to the Executive and is responsible for supporting the ongoing achievement of our mission. The Program Coordinator will arrange and coordinate, in collaboration with the Rabbi, all synagogue activities and programs and serve as a resource to the Board of Directors. The Program Coordinator role will have strong components of program development, outreach, communications, and public relations. At the discretion of the President, the Program Coordinator shall attend all Board of Director, Executive and other meetings as requested. 

Responsibilities:

A. Resource to Board and Program Development

1. Provide leadership to the Board in developing programs. Work with Board, Rabbi, staff and volunteers to carry out plans and policies authorized by the Board.

2. Promote active and broad participation by volunteers in all areas of the organization’s work.

3. Maintain a working knowledge of significant developments and trends in the field, specifically in the Conservative Jewish Movement. Identify impacts of these trends to the Board.

4. Serve as a resource and support person for officers, board members (particularly those focused on program development) and committees.

5. Evaluate the efficiency of synagogue programs and make recommendations and implement changes/improvements where possible.

B. Communications/Public Relations and Member Services
1. Ensure that the Board is kept fully informed as to ongoing programs and member initiatives. 

2. Meet regularly with the Board and staff.

3. Publicize the activities of the synagogue, its programs, and goals.

4. Establish sound working relationships and cooperative arrangements with community groups and organizations.

5. Support and assist in fostering a warm and caring environment in order that the synagogue be a place where congregants and staff feel welcome, respected, nurtured, and appreciated.  

6. Serve in a proactive manner to promote Beth Tikvah to the media and public.

7. Together with the Membership Chair, serve as a main point of contact for potential new members, educating them about the congregation, the services provided and the obligations of membership. Assist in developing and executing membership recruitment strategies with the Membership Committee.

8. With Membership Chair, assist in the process of new member applications.

9. Extend good will and understanding to all individuals who interact with the synagogue in both official and unofficial capacities and exemplify to everyone the principles of Judaism upon which our congregation is built.

10. Oversee production of email, flyers, the Chai Lights, and other communication to the congregation working closely with board members and staff in this regard.

11. Oversee and coordinate logistics around the master synagogue calendar for all synagogue events including holidays, school/youth programming and major life cycle events.

---------------------------------------------------------------------------------------------

Qualifications:

1. A self-starter. 

2. Highly organized, analytical, detailed and action oriented. 

3. Self-organized and accountable for achieving established performance objectives.

4. 3-5 + years experience in providing program coordination and support preferred. 

5. Experience working in Conservative Synagogue environment is preferred. 

6. Post-Secondary degree or diploma with good understanding of program development and management. 

7. Knowledge of computer processing (MS office proficiency) is mandatory and social media experience and knowledge is preferred. 
8. Strong interpersonal, program management and communication skills are mandatory. 
9. Experience in working with executive committees, board of directors, and clergy is preferred.
10. Demonstrated team member skills and ability to function and contribute to a team of Program Managers. 

11. Adjusts quickly to shifting priorities and rapid changes. 

Schedule: 30 hours per week. 
Shift: Day (flexible but regular office hours), including weekends, with some evening meetings. 
Work Location: 9711 Geal Road, Richmond, BC, Canada V7E 1R4
Travel Requirements: Some – if program or community meeting is off site or meeting members at coffee shops. 

All resumes/cover letters should be sent to: bethtikvah@btikvah.ca
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