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Registered Charity No. 1132926
ROLE OUTLINE

JMA Secretary
Relating to a volunteer or employee to work with children and/or vulnerable adults 

Role title JMA Secretary
Church …………………………………………………………………………….………………………………………….…...

Name  ………………………………………………………………………..  Date ……………………………………………

Workforce: Children & VA
Part 1
The role of the JMA secretary is to encourage Young People of the Church in liaison with their parents to collect regular small amounts of money from family, friends and Church members towards JMA.

All roles within the Circuit carry with them the responsibility to take the safeguarding of children and vulnerable adults seriously and any concerns that arise within them should be reported as per the Birmingham Methodist Circuit Safeguarding Policy.

The following duties will be undertaken as part of the role outlined above:
· Emptying the JMA money boxes held by the collectors at least once a year – more if appropriate.
· Recording amounts received and pass total monies onto Church Treasurer for onward transmission. The accounting year is 1 September to 31 August.
· Distribute JMA magazines as they are received (2/3 times a year) to the collectors.

· Order appropriate certificates and badges and organise their presentation at a Sunday morning service on a convenient date with agreement of the preacher. Advise the collectors of the date so they can hopefully attend.
· To link up those in the Church who are prepared to give with a collector.
· Share any pastoral concerns with the clergy and / leaders
Part 2.
This role will be accountable to The Methodist Church Council

This role is required to have (tick as necessary):

· Enhanced Plus with barred list check

· Enhanced without barred list check

· Basic check (seek advice)

· If this role does not require a DBS check please ensure you have read and understood the Church’s Safeguarding Policy. You must also sign the Safeguarding Self Declaration for office holders without substantial contact with vulnerable groups (Form C) – please see attached.
Part 3
Level of Creating Safer Space Safeguarding Training required: NONE

If already attended a Methodist CSS Training please state date of attendance and level: 

………………………………………………………………………………………….
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