[bookmark: _GoBack]Coordinator, Religious Leaders Council of Greater Philadelphia
Job Description:  Spring 2019

Organizational Background

In order to promote social harmony and inter-religious understanding, Interfaith Philadelphia equips individuals and communities for interfaith engagement, builds collaborative relationships, and stands in solidarity with our diverse neighbors.

Since the inception of the Religious Leaders Council of Greater Philadelphia in 2006, Interfaith Philadelphia has provided its staffing.  Co-Convened by Archbishop Chaput, Rabbi Straus, Imam Muhaimin and Bishop Gutierrez, the Council is the first of its kind in the city, with 32 member communities, representing more than two million people of diverse faith traditions from across the greater Philadelphia region.  The Council builds relationships of mutual support, serves as a moral and spiritual voice in the region, and identifies critical issues for dialogue and action.

Since 2008, the Religious Leaders Council has sponsored Zones of Peace, an initiative that recognizes congregations, organizations and projects engaged in exemplary peace-making work, creatively addressing the root causes of violence in their own settings. 

Summary of Position

The Religious Leaders Council Coordinator is a part time position, an average of 8-10 hours per week of work.   The primary responsibilities include:  

· Supporting and developing Council leadership (Co-Conveners)
· Member engagement and nurturing, including welcoming and orienting new members
· Coordinating and facilitating meetings: agenda drafting with appropriate Council leadership, materials preparation, meeting reminders, dissemination of meeting minutes, and follow-up tasks
· Religious Leaders Council (3 times per year)
· Administrative Group (4 times per year)
· Administrative Group Co-Conveners (3-5 times per year)
· Council Co-Conveners (as needed)
· Participation in Interfaith Philadelphia staff meetings (1 time per month) 
· Documentation and reporting, management of budget and finances
· Zones of Peace oversight and attendance at Steering Committee meetings (4-6 times per year/half by phone)
· Engaging community partners and responding to community requests
· Crisis response, community organizing and media relations

The Religious Leaders Council Coordinator is a critical member of the Interfaith Philadelphia staff team.  In addition to joining monthly in staff meetings, the Council coordinator will be involved in key strategic conversations and Interfaith Philadelphia public events.   The Coordinator relates to other members of the Interfaith Philadelphia staff team as follows:

· Abby Stamelman Hocky, Executive Director – supervisor
· Liz Royer, Community Programs Associate – administrative support
· Rebecca Rivera, Office Manager – bookkeeping support
· Andrew Feigenbaum, Communications Director – communications support
· John Hougen, Zones of Peace Coordinator – Zones of Peace implementation


Preferred Qualifications

· Passion for the mission and work of Interfaith Philadelphia & the Religious Leaders Council
· Respect for the full diversity of religious communities and their policies and practices 
· Ordination (or the equivalent) in one of the communities represented on the Council
· Group process expertise
· Meeting facilitation experience
· Excellent written, communication, and inter-personal skills
· Organized and self-directed

Please submit a cover letter, resume, and references to Rebecca Rivera Watson, rr@interfaithphiladlephia.org
