SOUTH EAST SCOTLAND AREA MEETING
of the Religious Society of Friends (Quakers) in Britain
Scottish Charity Number SC019165

EDINBURGH QUAKER MEETING HOUSE
7 Victoria Terrace, Edinburgh EH1 2JL

RESIDENT MEETING HOUSE MANAGER(S) 

Background Information

Nature of the post
The Meeting House Manager takes overall responsibility for the administration and management of the Edinburgh Quaker Meeting House and its staff team, which currently comprises an Assistant Manager and two Meeting House Assistants on permanent part-time contracts, a Resident Assistant Warden, and fivethree assistants employed on a casual basis. The duties and responsibilities of the post are outlined in the Job Description. 
Please note that, as stated in the advertisement, we see this as an appointment for a limited term of two years in the first instance.
The post requires an able-bodied and practical self-starter person with proven management, administrative and people skills. The post-holder is expected to have a good understanding of Quakerism and to be in sympathy with Quaker values – ideally a Member or regular attender of the Religious Society of Friends. This is because of the need to deal with enquiries about Quakerism from the public and is in accordance with the ‘occupational requirements’ provision of Schedule 9 of the Equality Act 2010.  An understanding of Quaker structures and the Quaker business method would also be helpful.
The Area Meeting is going through a period of change which will affect the Meeting House and its staff and will require flexibility and openness on the part of the new manager(s), who we hope will contribute to the discussions.  Among changes under consideration are those relating to the operation of the Meeting House as a Fringe venue in the Edinburgh Festival in August each year.
The Meeting House Manager is responsible to South East Scotland Area Meeting through the Convenor of the Meeting House Management Committee, with whom the Manager will meet on a regular basis. There is also a Friend appointed as informal support link. 

Hours and remuneration
It is anticipated that the 37.5 hours per week will be worked over 4 or 5 days to be arranged after discussion with the other contract staff e Assistant Manager, the Resident Assistant Warden and the Convenor of the Management Committee. In the case of a joint appointment the hours will be shared at the discretion of the Managers. Times when the Manager is not on duty are covered by the Assistant Manager, the Resident Assistant WardenMeeting House Assistants and/or casual staff. Paid annual leave entitlement is 35 days, including local and national public holidays. 
The annual salary offered is expected to be calculated on the basis of 37.5 hours per week at 1.4 x the Real Living Wage (£10.902.00 per hour from 1 October 20223), reviewed each year after the announcement of increases to the Real Living Wage. Payment is made monthly in arrears. In addition rent-free accommodation is provided may be available, occupation of which is a condition of the post. The Area Meeting would also pays the council tax for the flat. The post-holder/s would be is responsible for the flat’s gas and electricity costs and for telephone and broadband connections. 
The Area Meeting will enrol the employee in a Stakeholder Pension arranged through the The People’s Pension, administered by B&CE Holdings Ltd., which complies with UK Government regulations, unless the employee opts out or is already a member of another qualifying scheme. Contributions to the pension at a minimum rate of 5% of salary will be paid monthly by deduction from salary. The employer will also contribute 5% to the pension scheme. 
The job would be particularly suited to couples, partners or friends wishing to job-share, so joint applications are welcomed. 

The accommodation
The Manager’s accommodation is on the fourth floor of a tenement building adjacent to the Meeting House. Part of the ground floor and all the first floor of this tenement are incorporated into the Meeting House but the five flats on the second, third and fourth floors are served by their own stair. The partly-furnished flat is centrally heated and includes a living room, kitchen, two bedrooms and bathroom with shower and toilet. Because of the nature of the accommodation and the work in the Meeting House itself, this post would not be suitable for anyone unable to climb stairs.  Applicants should consider the advantages and disadvantages of living so close to their workplace.  Residence in the flat will not be a condition of employment.

Edinburgh Quaker Meeting House
The Meeting House is one of two owned and managed by South East Scotland Area Meeting (the other is in Kelso). It is situated on a terrace which runs above Victoria Street in the heart of the Old Town, just off the Royal Mile and not far from the Castle. The building dates from 1865, was built as the ‘Original Secession Church’ and has been the Quaker Meeting House since 1988. It provides a home for Central Edinburgh Local Meeting (one of four Quaker Meetings in Edinburgh) and is heavilywell used throughout the week as a venue for meetings of charitable organisations, training courses, leisure classes etc. Opening hours match the bookings, butand we are open many days from 8.30 or 9.00 am to 10.00 pm. 
The building contains three main rooms: the Meeting Room on the second floor and the Hall and Library on the first floor. There is a well-equipped kitchen, a foyer and two smaller meeting rooms. 

The current Meeting House Managers, Sue Proudlove and Tony WilkesConvenor of Management Committee, will be happy to discuss aspects of the job and/or accommodation with prospective applicants:  please email them on  giving your contact number.
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