
2016-2017 Staffing Recommendation– May 2016 

 

These recommendations have been developed by Rev. Clyde Grubbs, Interim Minister; Carol 

Lewis, Congregational Administrator; and Mandy Neff, Director of Religious Education in 

consultation with Eileen Sullivan, Chair of the Personnel Committee; Peggy Kraft and Linda 

West, Standing Committee Executive Team members.  We recommend the following staffing 

changes for FY16-17. 

Ministerial Staff 

Rev. Clyde Grubbs will continue as our Interim Minister for FY16-17 but will move from full-time 

to three-quarter time beginning August 1, 2016.   In addition, effective June 11, 2016 Seanan 

Fong will complete his time as our Ministerial Intern.   UUA guidelines discourage having an 

Ministerial Intern during the interim period and for the first year of a new settled minister.  To 

continue to serve the ministerial needs of the congregation during our transition we are 

recommending two additions to the ministerial team for 2016-2017.  

  

Summer Student Minister 

The Student Summer Minister will coordinate quality worship services working with members 

of First Parish and guest ministers with the goal of having members of First Parish share their 

stories and faith journeys and help build community.   The Student Summer Minister will be 

present for worship service from June 19, 2016 through September 4, 2016 and will preach as 

appropriate.   They will provide pastoral care support working with the Minister and the 

Pastoral Care Team.   

Compensation:   $3000 stipend for mid-May thru September 4.    

Funding comes from Summer Worship Leader budget   

This position will be filled by Steven Carmody, a student at Harvard Divinity School.   A 

welcome letter from Steven is a separate attachment.   

  

 

 

Developmental Minister 

The Developmental Minister will serve half-time beginning in August 2016.  Primary 

responsibilities will be to support and help initiate small group ministry and aid with pastoral 

care.   The Developmental Minister will participate in worship services 3 times a month and 

preach 10 times during the program year.   

Compensation:  $41,000 (inclusive of all benefits)   

Funding from Interim Minister gap and $8,000 for student intern                                            

The recommendation for the Executive Team is to hire Rev. Danielle DiBona.   Information 

about Danielle is in a separate attachment. 

 

 

 

 

 



 

 

 

 

 

 

 

Membership and Communications Coordinator 

After the resignation of Emily Guthrie, the position of Membership and Communication Coordinator was 
analyzed to determine how best to meet the needs of the congregation.   After reviewing what worked 
and what didn’t work this year, a determination was made to separate the position into 2 part-time 
positions again, recognizing that the skill set needed for each position was most likely a bit different.   
Therefore, the proposal is to hire a part-time Office Assistant and a part-time Membership Coordinator. 
 
Office Assistant  (12 hours per week  at $15 per hour – annual cost: $10,076 ) 
To meet the administrative needs of the congregation we will hire a part-time Office Assistant.   This 
person will work Tuesday, Thursday and Friday from 8:30 am – 12:30 pm.   Primary responsibilities will 
be: 

● to act as a receptionist (ie: answer the phone and the door, screen visitors, direct people to 
meetings) 

● prepare weekly announcements in both written and electronic form including RE 
announcements 

● print, fold and collate weekly Order of Worship and announcements 
● input visitor information into PowerChurch and print nametags 
● filing 

 
Membership 
After analysis, we have determined that part of the problem with the Membership Coordinator position 
has been that we are asking for someone to create both the system and structure while trying to create 
relationships with members.    Finding one person with these combined skills is not realistic.  Instead, we 
propose hiring two people for this position:  A Summer Membership Consultant to develop and begin 
implementation of a system for membership activities at First Parish and a Membership Coordinator in 
the fall. 
 
Experience shows that posting this position on typical job boards, websites and lists (ie: Craigslist, school 
job boards) doesn’t provide the best candidates.   We believe we have untapped potential at Harvard 
Divinity School.  First Parish has a long history of being a teaching congregation thru our Ministerial 
Intern position.   We believe we can expand on that tradition by hiring students to fill some of our part-
time staff openings.   The student gains vast experience in congregational life and First Parish 
experiences a diversity of knowledge, culture and interest with highly qualified, motivated students.    
 
Therefore, we propose hiring an HDS student as the Summer Membership Consultant for 14 weeks 
beginning May 22, 2016 and concluding on August 26, 2016.   The student would work 12-15 hours per 
week with the following goals: 

● Develop a schedule of membership classes for those wishing to join First Parish. 
● Develop a plan for welcoming and tracking newcomers  
● Develop a plan for integrating new members into the congregation  
● Develop a path for all members from Membership to Leadership 
● Meet with staff and lay leaders to determine the needs of various constituencies in regards to 

volunteer recruitment and member support. 
● Update and begin implementation of a Shared Ministry Inventory 

In addition, they will be present on Sundays to offer a welcoming presence to all, to help the Sunday 



Morning Welcome Team as needed and to take photos for a pictorial directory to be completed by the 
end of the summer.  

($20 per hour / 12-15 hrs per week = Total cost of $3617 to $4521 ) 
 
Hire another HDS student as the Membership Coordinator for September 2016 through June 2017.   
Responsibilities would be to implement the systems and structure developed by the Summer 
Membership Coordinator while developing relationships within the congregation and helping people to 
“find their place” within First Parish.   

($20 per hour / 12-15 hrs per week August 15, 2016 – June 30, 2017)   
(44 weeks = $11,885 to $14,856) 
 
 
 
 
 
 

Child Care Providers 

We propose providing childcare from 9:00 am – 2:00 pm every Sunday throughout the church 

year.    

By providing childcare beginning at 9:00 am we would allow more participation in Choir and in 

the Sunday morning volunteer opportunities.   Parents could drop off children of any age from 

9:00 am to 10:15 am.   Nursery age children (those 4 and under) could remain in the nursery 

throughout the worship service.    

 

Providing childcare from Noon to 2:00 pm would allow for more programming to take place on 

Sundays and for more parental involvement.   We currently are holding programmatic activities 

2-3 Sundays each month and it seems that would could easily add more including adult spiritual 

growth programs, parenting classes, affinity groups, etc. 

 

Staffing Proposal to accomplish this goal 

Add two child care providers to work 11:30 am – 2:30 pm each week.   We would 

propose hiring these positions at $15 per hour.   Cost = $100 per week (including FICA 

and payroll costs) 

 

Change current staff positions to 9:00 am – 12:00 pm each week, an increase of 30 min. 

per week.    Cost = $115 per week (including FICA and payroll cost) 

 

Total Proposed Child Care budget - $10,180  

 

Hospitality Coordinator 

We propose hiring someone for 5 hours per week to set up, prepare, serve and clean up a weekly 

community lunch to replace social hour after worship each week.  This lunch would consist of soup or 

salad and sandwich fixings.   Our proposal includes charging a modest fee ($5-$7 for adults, less for 

children) to offset the cost of food.   We could still encourage congregational participation in hospitality 

by asking volunteers to provide cookies, cake, fruit, etc. 



 

The impetus for this proposal is the ongoing struggle to find enough hospitality volunteers to provide 

social hour and that most of the prep and clean up tasks of social hour have fallen to the Membership 

Coordinator and the Building Manager, neither of which seem entirely appropriate.   Also, generally 

when there is an event after church the program group responsible for running the event has 

the responsibility for organizing lunch for participants.   Generally, this means ordering pizza or 

sandwiches often at no cost to participants.    We believe this new model will reduce the stress 

on volunteers to organize food for their after church events and will help to build community 

within First Parish.    

 

This proposal would allow for the Building Manager to spend time setting up for programs, etc. 

rather than monitoring social hour and washing dishes.  It would also allow the Membership 

Coordinator to spend time directly relating with members and newcomers rather than setting 

up, maintaining and cleaning up social hour.    

 

Add one staff position on Sundays from 9:00 – 2:00 to prepare lunch, set up and clean up with 

an additional hour during the week to shop, plan, etc .   We propose paying $18 per hour.    

Cost = $120 per week (FICA and payroll costs) 

Proposed budget - $4800 (40 weeks September – June) 

 

We would anticipate that food costs would be covered by lunch donations.    

 Lunch – 75 people x $5 = $375 

Developmental Youth Coordinator 

Director of Religious Education, Mandy Neff, has created a new job description in collaboration 

with our current youth and Advisors and with consultation from Roberta Altamari. The one-year 

position for 2016-17 focuses on building youth leadership and worship skills; designing broader 

opportunities for youth involvement in congregational life beyond Youth Group; and 

strengthening the Youth Advisor volunteer pool 

for coming years.   This change in focus does not affect the budget for the Youth Coordinator 

position. 

   

 

Staffing Budget 

Request            Current                              
                                               FY16 – 17          FY 15-16            Difference 
Interim Minister   $  98,249 $132,144 ($33,895)*  
Developmental Minister   $  41,000      $41,000 
Ministerial Intern    --0--  $    8,000  ($  8,000) 
Student Summer Minister  $    3,000 $    3,000  
Congregation Administrator  $  69,646 $  68,560  $  1,086* 
Director of RE    $  56,530 $  55,991  $     539* 
Music Director    $  27,518 $  27,256  $     262* 
Building Manager   $  51,665 $  50,852  $     813* 
     $347,608 $345,803 $   1,805 
 



                                                  Request            Current                              
             Support Staff                                  FY16 – 17          FY 15-16            Difference 
Office Assistant                                             $  10,076 
Summer Membership Consultant         $    4,521* 
Membership Coordinator                         $  14,856             _____ 
Communications & Membership           $ 29,453             $41,984 ($12,531) 
  
Child Care Providers                                    $  10,180            $ 5,550               $5630  
Developmental Youth Coordinator $  12,000 $12,000   
Custodian                                                       $    6,332            $ 6,270               $    62 * 
Hospitality Coordinator                           $    4,800            -0-                    $4,800 
                                                                         $  62,765            $65,804  ($3,039) 
 
**Notes 
1.       5 weeks of the cost of Summer Membership Consultant Position will actually come from FY16 
budget ($1615) 
2.       Child Care Provider budget based on implementation beginning September 2016.  
3.     Except for new staff recommendations all compensation for FY17 includes a 1% Cost of Living 
Adjustment. 
 
 
Respectfully Submitted, 
 
Carol Lewis 
Congregational Administrator 


