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KEPPEL PARISH 

	Position Title
	Providore, St James Worship Centre 

	Position Status
	Volunteer

	Position Reports to
	Incumbent / Wardens

	Positions supervised 
	Nil

	Award
	Clerks – Private Sector Award 2010
Not Applicable



Background 

Keppel Parish is part of the Anglican Diocese of Rockhampton and has provided Christian witness to the people of the Capricorn Coast since the late 19th Century. The Parish extends from the Byfield Forest in the north to Keppel Sands in the south and incorporates two church buildings – St James the Fisherman, Taranganba and Christ Church, Emu Park. Parish 
activities include Sunday and mid-week church services, Bible study groups, evangelistic and outreach programs including religious instruction in schools and general pastoral care visiting.

Position Purpose
The role of the Providor is to maintain the material supplies required for the efficient operation of church activities.

Key Position Accountabilities

1.    Contact person for catering requirements
2. Oversight of imprest ordering system for cleaning & catering supplies 
3. Notification of supplies to be ordered to administration officer
4. Forwarding of cleaning & catering invoices to Treasurer for payment/reimbursement
5. Provision of annual costs to wardens for budget preparation each December
6. Oversight of catering equipment inventory
Personal Attributes 
Essential
1. Communicant Member of the Anglican Church
2. Meets Safe Ministry requirements
3. Good communication skill
Desirable 
1. Knowledge of Imprest systems for maintenance of supply levels



Position Review

Ongoing communication with and feedback from the Administration Officer regarding delivery of requests.





I,_______________________________________________ accept the role of Administrative Assistant, Anglican Parish of Keppel and have read and understand the Role Description.




Signature		____________________________________     Date	_______________

Priest in Charge	____________________________________	Date	_______________



Ref: Keppel Parish Strategic Plan 2016
        Faithfulness in Service 2015
        Parish Canon 2013
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DUTIES
Sanctuary supplies 
Notice board supplies
Catering 
· Weekly morning teas – milk biscuits sugar tea coffee serviettes plastic wrap
Alfoil 
· Functions – paper plates, disposal cups, disposal salad containers, tablecloths
Cleaning
· Kitchen detergent 
· Dishwasher detergent
· Toilet paper
· Hand towels
· Hand wash
First Aid Kit  
· As used
· Within recommended date
General Supplies
· Toilet paper 
· Paper towels



Phone: (07) 49892108
Email: office@keppelanglican.org
Web: www.keppelanglican.org
Postal Address
PO Box 197
Yeppoon 4703
Parish Office
15 Housden Place
Taranganba 4703
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