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REGISTRAR

Position Description

2018-5778

This is a part time position reporting to the Chairman, Board of Directors. Attendance at
the Beth Din offices 868 Glen Huntly Road Caulfield South 3162 is required for 18 hours
per week (TBD) at times that are mutually convenient.

It is vital that, when not present at the Beth Din office, the Registrar be available by phone
and/or email to the Chairman.

Core tasks

These are the tasks which will provide a smooth service to our clients. They will support
Geirut, Gittin, processing of Teudot Revakut and Yahadut, and Birur Yahadut for the
Marriage approval programme and various spin offs from those.

As the first port of call to the MBD the Registrar is required to:
1. Liaise with the Dayanim, Eidim, and Sofrim to assist them in managing their case

loads, ensuring that they are equipped with the necessary information and
documentation.

2. Ensure all relevant applications for Beth Din services are sent and completed correctly
by all clients and ensure the provision and receipt of all supplementary documentation
and information required.

3. Communicate respectfully and empathically with MBD clients and members of the
Community

4. Ensure confidentiality so as not to prejudice or bring the MBD into disrepute

5. Ensure timely turn around (within one business day) to e-mails and other
communications to the MBD

6. Ensure all documentation and records are maintained in an organized manner, including
processing, scanning and filing certificates resulting from all Gittin, Geirut, Birur
Yahadut and Revakut.

7. Liaise with the Av Beth Din, Dayanim, RCV President, COSV President and Unchain
My Heart volunteers where necessary

8. Liaise with the Dayanim ensuring all documentation is up to date

D”SB

 E:\bethdin\pd_registrar.lwp



9. Deal with all correspondence local and overseas and where necessary follow through
with letters in both English and Ivrit as the case may be.  (A basic working knowledge
of Hebrew is required for this and for the preparation of other relevant documentation.)

10. Maintain a registry of Teachers for the purposes of supporting Geirut candidates.

11. Liaise with the Rabbinic Administrator for Geirut

12. Complete background checks for prospective Giur candidates

13. Liaise with the group “Unchain My Heart” to ensure there is a representative available
should a woman require one at her Gett.

14. To do any other such tasks as may be required by the Dayanim from time to time.

Administrative tasks (CEO)

These tasks are the core administrative tasks for the ongoing function of the MBD as a
corporation:

1. Meet with the Chairman on a regular basis

2. Attend to any dissatisfied clients, advising the Chairman of issues requiring
investigation

3. Attend meetings of the Board of Directors and to act as Secretary of the Board,
circulating the Minutes in a timely fashion

4. Provide a monthly written report to the Board summarising the MBDs current status

5. Develop proper documentation of all Procedures & Practices within the MBD
organisation. 

6. Attend to the MBD website ensuring it is up to date

7. Attend to the banking and collect the mail from the Post Box

8. Write an annual report for the AGM consideration by the Board

9. Pay all Beth Din accounts as they fall due, including monthly salary cheques after being
passed by the Chairman

10. Bill and ensure collection of all fees for MBD services

11. Prepare the necessary documentation for the MBD accountants to prepare quarterly
BAS statements.

12. Prepare all materials required for an annual financial statement to be compiled and
audited by the MBD’s Accountants

13. Prepare appropriate publicity material for our programs

14. Develop together with the MBD Board user surveys to ensure best practice

15. To do any other such tasks as may be required by the Board from time to time.

Your application should include resume, two professional references (managers) and two
character referees.

Email in confidence to jobapp@mbd.net.au by 7th March 2018. Applications close
Wednesday 7th March 2018 /  20 Adar 5778
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