Programs Coordinator Contract

Service Contract Agreement 
THIS AGREEMENT is made at St. John’s, in the Province of Newfoundland this the 1st day of January 2016
BETWEEN
Jimmy Pratt Memorial Outreach Centre (hereafter referred to as the Centre) and George St. United Church (herein called “The Church”), 
AND
George Parsons (herein called “The Contractor”)

THIS AGREEMENT WITNESSES that, in consideration of the promises and

covenants expressed herein, the parties agree to the following:

1. SERVICE
1.1 The Centre/Church engages The Contractor to implement and manage an operational strategy and activities with regard to the day to day operations of the Jimmy Pratt Memorial Outreach Centre as well ask functions pertaining to the ongoing renovations of the Church).
1.2 The Contractor agrees to carry out the functions and responsibilities necessary for successful implementation of an operational strategy as set out in the terms of reference included in the primary function hereto and marked as Appendix “A” to this Agreement.
1.3 The Contractor shall be responsible for the development and distribution of promotional packages for prospective members, volunteers and sponsors of the Church and the Jimmy Pratt Memorial Outreach Centre as well as potential donors.


1.4 The Contractor shall carry out the duties in referenced to Clause 1.2. – 1.3

(Commencing on the 1st day of January 2016).

1.3.1 These duties shall be carried out for the most part at the official office of the Church or such other place as officials of both parties shall designate.

1.3.2 All materials produced by The Contractor shall be proofed, edited and approved by The Centre/Church before any distribution take place.

1.3.3 The Centre/Church and The Contractor may by mutual consent enter into other administrative arrangements external to those listed herein and to be covered by written addendum.

2. Schedule and Timeframe
2.1 The Contractor shall carry out the duties and responsibilities referred to in Clause 1.2 and 1.3 based on a maximum of 100 work days within a time frame of 52 weeks starting January 1st 2016 or at such other times which both parties may formally agree in writing.
2.2  The contract may be renewable based on mutual agreement by both parties in writing.
2.3 During the period of this contract, briefing and discussion sessions will be held at regular intervals with no less than one (1) meeting every month.
2.4 The Church/Centre shall appoint an Operations Management Committee to be chaired by The Contractor.
3. PAYMENT

3.1 Subject to Clause 3.2. The Church shall pay The Contractor twice monthly (15th and the last of each and every month). Where a pay period ends on a weekend payment will be made on the preceding Friday.
3.2 Payment shall be based on an annual fee of $23,000.00 plus any associated travel outside a 25km. ratio of the office location.
3.3
The Contractor shell as stated in 3.2 above prepare a travel claim where necessary and having prior approval.
4. CONFIDENTIALITY

4.1 The Contractor shall not at any time during or subsequent to the termination of this contract, either directly or indirectly communicate or divulge confidential information to any person, except a person employed by The Church authorized to know such information, except with the prior written consent of The Church.
4.2 Confidential information shall include all information The Contractor receives, discovers, develops, or has access to involving any operations or decisions of The Church.

5. OWNERSHIP OF DOCUMENTS

5.1 All data produced by The Contractor in the performance of this Agreement shall be and remain the property of The Church.

5.2 Where facilitation of certified training modules in planning or governance require facilitation costs will be required and the contractor will make every effort to access funds from government departments or agencies to recover these costs.
5.3 Where an outside facilitator cannot be accessed, the contractor will provide facilitation based prescribe rates.

6. TERMINATION

6.1 The Centre/Church may terminate this agreement at any time, without notice, for cause. “Cause” means that The Contractor has willfully refused to meet the conditions as set forth in this agreement, or has committed misconduct or been so neglectful of duty that the interest of The Church is adversely affected thereby, or has otherwise been in breach of a provision of this Agreement.
6.2 Upon termination pursuant to Clause 7.1, The Contractor shall not be entitled to any payment as a consequence of or in compensation for the termination.

6.3 The Contractor may terminate this agreement upon 30 days’ written notice to The Church.
6.4 The address for notices of termination shall be:

For The Centre/Church: 
25 Buchanan St. St. John’s NL
A1C 0A4
For The Contractor:
11 Portland Place, St. John’s, NL
A1E 5P3

7. AMENDMENT

7.1. This Agreement constitutes the entire agreement between the parties and supersedes all previous Agreements or arrangements, written or oral, relating to this Agreement.

 7.2 If at any time during the continuance of this Agreement, the parties deem it necessary or expedient to make any alternation or addition to this Agreement, they may do so by means of a written Agreement between them, which shall be supplemental to and from part of this Agreement.

IN WITNESS WHEREOF all parties have signed this Agreement.


_________________

_____________________________________________

Jimmy Pratt Memorial Outreach Centre Inc.

Witness



______________             ______________________________________

Witness                            George St. United Church
__________________
_____________________________________________

Witness


George Parsons
Jimmy Pratt Memorial Outreach Centre- George St. United Church

Operational Management
POSITION: Operations Manager

HOURS OF WORK:
 (Average 20 hrs. per week based on the completion of the task functions listed)

SALARY:
$23,000.00 Part-time (Split Outreach Centre 65% George St. Church 35%

WORK WEEK: 
Monday – Friday (flex hours where agreement has been served)

This is an operational management position responsible for the orderly and professional management of operations of the Jimmy Pratt Outreach Centre and George St. United Church. The position requires a high degree of confidentiality and digression in the day to day duties and responsibilities.

The Operations Manager will lead the activities that will deliver the programs and projects effectively and efficiently. ​ This position is responsible for all program activities with emphasis on quality, patron focus and continuous improvement for positive change. The Operation’s Manager will review current processes and policies, develop and implement changes once approved by the Board/Council that will maximize benefits to the members and patrons while assuring optimum accountability.

Duties and Responsibilities   

The Operations Manager shall carry out the functions and responsibilities necessary for successful implementation of a business operational strategy for the Church and the Jimmy Pratt Centre as set out in the following primary function:

1. General Task Functions
Leads and manages all business and operational activities

a) General management functions and communication with the Council and Board through regular written reports.
b)
Identify, monitor and report on potential challenges and opportunities for improved and/or increased services.

c) Seeks new sponsors, grants and volunteers supports

d) Works closely with the council and board to identify new and/or improved fundraisers

Financial Responsibilities:

a) The position requires monitoring and reporting on financial matters as well as invoicing, the issuing of receipts and the appropriate and timely filing of all Finance Committee minutes, as well as incoming and outgoing correspondence.

b) Serves as a resource person on the Finance Committee of both church and outreach Centre.

c) Assists in the preparation and monitoring of the annual budget.

d) Coordinates the purchasing of goods and services based on the revised purchasing policy utilizing a numbered purchase order process. 

e) Ensures deposits and the necessary documentation records for signing by either the Treasurer or bookkeeper prior to deposit. 

f) Ensures that a volunteer or other staff member assists in the opening and calculation of church envelopes. The position, in concert with the Treasurer, shall be responsible for the setup of PAR Accounts.

2. Supervision

a) Maximizes resources through best practices and continuous improvement in operational methodology (i.e. purchasing, scheduling etc.)
b) Supervises all clerical and maintenance employees
c) Ensures that the code of conduct for overall operations is implemented

d) This position shall be the coordinating agent for the overall administrative operations of the church and the outreach Centre’s activities, and as such the position shall be part of the supervision team for:
i) Summer Staff
ii) Custodian (specific areas such as monthly planning and weekly scheduling)
iii) Staff of special or specific projects
3. Outreach Support:

a) Coordination of rentals, sponsors and special events to ensure the elimination of duplication and ensure good channels of communication.

b) Providing the Board/Council with regular updates as it relates to potential problems or issues that need to be addresses to avoid these problems.

c) Ensuring that an up to date calendar of enquiries, confirmed events and scheduling of sponsors is maintained
d) This position works closely with clergy, outreach board, and the church council to ensure timely and professional operational support. 
e) Assists in the formation of a Management Team representing clergy, council, outreach and financial representation as a means to improve communication and strategies for success.
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