CHURCH PROPERTY MANAGER
 This position reports to Ascot Vale Church Council.
The primary purpose of this position is to manage the rental of the Ascot Vale Uniting church facilities by external groups and to ensure the upkeep of the church property and manse. The core area of activity is in relation to administration of property with direction from church council and support from a welcoming and embracing church community.
The position will be one day per week, alternatively 2 half days per week.
Payment will be either as a direct employee of Ascot Vale Uniting Church by Synod central payments or as a contractor. 
Duties will comprise 

Rental of facilities

(1)  Manage phone/internet inquiries for use of church building

· Receive and record new bookings for use of church facilities.

· Present bookings to church council for approval 

· Complete lease agreement paperwork and file with synod property services
(2) Arrange annual license agreements at the beginning of every year. Obtain certificates of currency from our building users.
· Develop and issue listing of property users and calendar of bookings and activities.
· Coordinate details of bookings to enable invoicing. Also ensure minister and church council secretary are aware of all bookings.
(3) Ensure that groups using church facilities are briefed re their obligations re access, closure, and leaving facilities in a clean state. Also ensure that all groups understand emergency procedures –refer folder.
(4) Oversight of the cleanliness and ‘reasonable use’ of the building by all building users. -  Dealing with any problems as they may arise- keeping our building users happy
(5) Manage use of electronic access and security system (including cameras)

· Booking access times for rental groups and assigning codes

· Training others on use of the system

· Trouble shooting issues with the doors and alarm
(6) Coordinate with all tenants and cleaning sub-contractor to eliminate any potential clashes e.g. elections, funerals.
(7) General coordination and resolution of any issues involving the church council and tenants or issues between tenants-Arrange regular meetings with tenants to coordinate and assist
Building Maintenance
(1) Liaise with sub-contractors re:  maintenance of buildings  e.g.  plumbing, electrical, heating and cooling, and security.
· Arrange for yearly service contracts for heating and cooling, security system, fire extinguishers, safe roof access

(2) Coordinate cleaning arrangements with cleaning sub-contractors.

(3) Coordinate gardening arrangements with gardening sub-contractors
Ensure general maintenance and tidiness of the garden

(4) Maintain and oversee the church building, including

  - maintaining stores (toilet paper, etc.), arranging for occasional special cleaning (carpets, chairs), changing light bulbs, yearly test and tag of electrical equipment
(5) Oversee upkeep of manse and liaise with contractors for repairs.
