Director of Operations and Music Letter of Agreement
between

St. xxxxx’s Episcopal Church 

and

xxxxxxxxxxx
xxxxxxxxx has been called to serve as Director of Operations and Music of St. xxxxx’s for an initial term beginning on xxxxxxx and ending xxxxxxx unless earlier dissolved by mutual consent. As such, the previous letter of agreement between the parties for the position of Music Minister dated xxxxx is hereby dissolved early by mutual consent. The Director of Operations and Music’s (DOM) term may be extended beyond the initial term as agreed by the parties, with the understanding that the DOM shall have at least sixty (60) days advance notice of the conclusion of the term of his ministry at the Parish. The Rector shall provide the DOM a performance review after 6 and 12 months of service and after that time annually. 
1.  RESPONSIBILITIES

As Director of Music:

· Select music for all services and types of services to include:  Hymns, service music, preludes and choral pieces

· Prepare music to be insert into weekly bulletin

· Meet with Rector to discuss music selections and seasonal themes/directions

· Build and maintain church’s music library both physical and digital

· Rehearse weekly with choir(s), currently schedule is Thursday nights and Sunday mornings. (This may expand if and when a bell choir is added.) 

· Direct choir at weekly services (10:30am Sundays) and other special occasions as necessary.

· Maintain keyboard and vocal skills through regular practice.

· Work with Rector and Vestry to prepare annual budget.

· Provide music for weddings and funerals (for an additional fee) as requested.

· Secure substitute musician for absences and vacations.

· Maintain church instruments and coordinate maintenance as needed

· Maintain inventory of choir robs folders, music, etc.  Prepare and distribute materials needed for weekly rehearsals and services.

· Wire and or arrange music for choir when appropriate as there are instances where special music is needed based on mix of voices.

· Coordinate with and hire outside musicians and singers as needed for special events particularly when additional voices are needed.

· Participate in Continuing education activities that may include Sewanee Church Music Conference as well as workshops with Virginia Theological Seminary and EDOW.  Also pursuing various online opportunities.

Needs related to Digital Services:

· Prepare all music for insertion into bulletins and produce a PDF for distribution to congregation.  Share an online copy for participants viewing the online service.

· Pre-record weekly worship with Rector and weekly team of Readers/Responders.

· Play music for online services live and/or record versions.

· Download Zoom recordings for services and edit to include opening title screens, special music, slide shows, etc. 

· Upload final, finished service to YouTube for Sunday Premier at 10:00am. 

· Explore and implement technology for hybrid worship services (integrating our online and our onsite worshipping communities). 

As Administrative Assistant:

· Ensure that the phone is answered, messages are responded to, and that messages are routed to Rector, Vestry members and others as appropriate.

· Respond to requests for facility use and provide inquirer with copy of Facility Use agreement, determine appropriate fees deposits to be collected.  Ensure that dates are available on appropriate calendar and that forms have been properly completed and appropriate deposits and collected and forwarded to Pledge Clerks for payment processing.

· Coordinate post-event inspection as appropriate to determine deposit refund.

· Maintain list of Parish approved vendors to be called as needed.

· Notify Junior Warden of physical facility issues that require attention as they arise

· Schedule readers and LEM with volunteer support.

· Maintain prayer list.

· Create bulletins, coordinate volunteers to print and fold paper bulletins, see that electronic copies are distributed.

· Work with volunteers to generate, proof, and distribute newsletter.

· Work with volunteers to assure that St. John’s Website is accurate and up to date.

· Assist Rector and Senior Warden in preparation of Parochial Report, any other reports which much be filed, and grant applications.
· Post signs as needed in facility in the event of emergency closure such as WSSC valve closure.  Notify any persons holding reservations of emergency closures.

· Maintain master calendar for all physical facilities.

· Maintain a separate calendar for parish activities/worship/classes for access via website.

· Work with designated volunteers to establish and maintain schedule for office coverage (phones) as appropriate.

· Develop plan for digitizing church records as currently maintained via hardcopy.  Present same to Finance Committee for review and Vestry for approval.  Begin implementation of same upon approval.
· Respond to requests for funeral services/memorials and coordinate same with Rector. 
2.  TIMES OF WORK AND LEAVE
a. The DOM scheduled workweek is an average of 30 hours per week, which shall in​clude Sunday activi​ties. The DOM is expected to preserve at least one continuous twenty-four-hour period each week solely for personal and family use.

i) Paid Time Off, at the rate of 3 weeks per year, which shall include four Sundays.

ii) Three days leave post-Easter and post-Christmas.

iii) Professional Development Leave, at the rate of one week per year excepting Sundays.

1. Compensation
a. The DOM’s cash compensation shall be the sum of (i) $xxxxxx salary per year, paid monthly.  

b. The Parish shall pay the following benefits:

i) Contribute a base 5% of salary toward the pension plan provided for lay employees by Church Pension Fund, and up to an additional 4% match contribution.
ii) The DOM will make a 20% contribution to health insurance premiums, and St. John’s will pay the other 80%.

c. The Parish shall reimburse the DOM for the following expenses:
i) Professional Development expenses up to $xxxxx.00 per calendar year.

2. Supplemental Compensation.
a. The DOM may receive income from other sources, such as: (i) Fees for providing music at funeral or wedding services. The DOM has first right of refusal to serve as organist at all weddings and funerals held at St. John’s, and must approve any outside musicians for such services. Should an outside organist be preferred by the family and approved by the DOM, the DOM will receive a bench fee equal to his regular fee. (ii) Fees and honoraria for professional services performed on personal time for groups unrelated to the Parish.
3. Dissolution

a. This agreement may be dissolved in the following ways:

i. With the mutual consent and agreement of the Parish and the DOM in writing.
ii. At the end of the stated term of service (July 14, 2021).

iii. Upon sixty (60) days written notice from either the Church or the DOM. This period may increase or decrease if agreed upon by the Rector and DOM.

iv. In the case of an accusation of misconduct, the DOM will be given 30 days to present appropriate defense or explanation to the Priest-in-Charge (or Rector). This hearing may be waived if the DOM submits a written request for such a waiver.
4. Special Consideration

a. By initialing here, you are acknowledging that given the current economic instability as it relates to the Covid-19 pandemic, that there may come a time when St. John’s employees will be asked to reduce their hours so that the church can live within it’s means. _______(Initial here)

________________________________________
The Rev. xxxxxxxx, Rector
________________________________________
xxxxxxxx, Director of Operations and Music
________________________________________
xxxxxx, Senior Warden
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