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CHURCH OFFICE

Alan Redpath, after eight years experience of American church life, suggested that he should have full-time secretarial assistance. The deacons agreed and from eight applicants, Bertha Gillon, the sister of the deaconess, started on 18 February 1963 at a salary of £400. An office was created on the top floor of the Chapel, equipped with a typewriter, a telephone and a duplicating machine. In deference to her being alone in the Chapel for much of the day, the deacons installed an answerphone and an electronically operated lock on the side door of the building – something that generations of caretakers would dearly have loved.  The office remained on the top floor until the Firemaster recommended, in 1973, but it would be safer for the pastor’s secretary to work at street level. Bertha Gillon did the job with enthusiasm and dedication for nine and a half years, retiring in May 1972 through ill health.
 

She more or less ran the vacancy between Alan Redpath’s resignation in 1966 and Derek Prime’s arrival in 1969, arranging the guest preachers. Her salary was raised to £600 in December 1969, to £660 in December 1970 and to £720 in December 1971.

A year after Derek Prime started, she found that her health was not robust, and she sought a part-time job with the YMCA of Scotland. She remarked to the writer, as she left, that the office was more or less, in terms of equipment and organization, as it had been when she started in 1963.

Several applied and were interviewed but it was not an easy position to fill. Miss Susan Hallett from Yeovil in Somerset, who had just completed two years at the Bible Training Institute in Glasgow, was appointed in September 1972. The Chapel was disappointed, although pleased for her, when she left in September 1973 to get married. Her starting salary was £792.

In the course of his pastoral duties, Derek Prime met Mr and Mrs Dick Riesen, who had come to Edinburgh from the United States, to allow Mr Riesen to study for the degree of Bachelor of Divinity at New College for three or four years. Mrs Florence Riesen agreed to fill the gap for one month, and commenced on 8 October. She left in March 1975, shortly before the birth of their first child. Starting salary was £627, raised in December 1973 to £759. The country was just entering a time of exceptionally high inflation, which meant not only substantial rises in salary but also reviews at less than the traditional twelve-monthly intervals. The salary of the pastor's secretary was raised in May 1974 to £900 (from £876) and in December that year to £1,080, a rise of 20%.  The Riesens returned to the United States in the summer of 1981, on completion of his studies. They reported their subsequent movements (California, China) in a letter to the Record in 1994.

Miss Margery McPherson was appointed to start on 7 April 1975. She was 27 years of age and after initial experience in office practice in a local bookbinding firm, she had been employed for the past seven years with Edinburgh Police Force.  She was prepared to leave the Police Force only because of a growing conviction that she should be more actively engaged in Christian work.
 At the same time, plans were underway to make an office nearly at street level for the pastor’s secretary, using the area on the west of the building which is now the kitchen for the lounge, entering through the large Committee room.  Starting salary was £1,464.  In the heady days of hyperinflation, there was a further increase in October 1975 of £144, to £1,608, and in June 1976 to 1,788 (parity with the Deaconess). She married (Grant) in the Chapel on 19 May 1979 but continued in the post until January 1981. Salary by that time had gone up to £3,280, plus a non-contributory pension. The Grants emigrated to Victoria, Australia, later that year. She wrote in November 1998, to report three teenage boys, and that he was in a university administration post in Melbourne. They worshipped in an Anglican church.

She was succeeded by Miss Ella Bruce, whose sister (with whom she lived) had recently been moved to Edinburgh from Invergordon, in connection with her employment. She started on 30 March 1981, on the same terms and conditions as Mrs Grant, namely salary of £3,280, plus a non-contributory pension. From 1 April 1981, her salary was £4,008, the same as the Deaconess.

The post, as described to you, is primarily to be the personal and confidential secretary to the Pastor of the Church. There are many incidental duties, such as the maintenance of the membership roll, the baptismal register, the preparation and duplication of Court Minutes and agenda, the preparation of the weekly bulletin, and the despatch of circular letters to the membership from time to time. All these are, however, subordinate to the primary task, which is to act as secretary to the Pastor.

As part of the alterations to the building in 1982, to create the present Lounge, the office was moved to the east of the building, to the room just inside the side door, which is now the caretaker’s office, the tape distribution point and the general mailroom.  This gave good control of the side door, because staff could look out and see who was there before giving admission to the building.

The pastor’s secretary’s salary went up to £4,620 on 1 April 1982, £4,860 on 1 April 1983, £5,232 on 1 April 1984 and £5,628 on 1 April 1985.

When the church officer, Patrick Haughey, vacated the Chapel’s flat at 13 South Charlotte Street in July 1990, the original plan was to renovate it and to rent it, commercially, to produce income. However, the cost of renovation, and the problems of getting planning permission for commercial use, were compounded by a recession in the property-letting sector in 1990, and so it was decided to wait and see whether (1) the new pastor would like it for office accommodation and (2) the youth organisations could make use of it. In the spring of 1992, it was decided to turn the flat into five offices, plus toilets, kitchen facilities and a storage area. That remains its use to this day.

Ella Bruce wrote in the Record in January 1994:

I am sure you all know that for over a year now, the Chapel Office has been situated at 13 South Charlotte Street on the second floor and that is where I work, Monday to Friday, from 9.00 am to 12.30 pm and 2.00 to 5 pm. Having said that, first thing each morning and afternoon I am in the Chapel attending to all incoming mail, and internal mail for Elders, Deacons and other auxiliary leaders. My room is warm and bright and I feel very much at home, if rather breathless immediately after climbing the stairs!

The Pastor also works in No. 13. He studies and prepares for the Services and if it is at all possible, it is helpful not to phone to speak to him in the mornings. There are, of course, exceptions in emergencies. I am happy to take any messages for the Pastor and I also keep a diary and can arrange appointments for those who would like to see him. The Pastor works in the office weekdays, with the exception of Monday mornings and Friday afternoons.

The Pastoral Assistant, Rev. Angus Noble, works in the office weekday mornings, excepting Wednesdays when he has a half day off. He does pastoral visiting each weekday afternoon.

Once a week, the Deaconess, Miss Jessie Bell, joins us and we have our Staff Meeting over a lunch-time (Mondays at present). We have a short time of devotions and prayer after pastoral concerns have been talked through. Our Caretaker, Patrick Haughey, joins us for that devotional time.

We have modern equipment to help us in our work. We all struggled with the computers to begin with but are now finding we are a bit more in command of them and they are well used. The other machine I use a lot is the duplicator and I am particularly pleased with our present one. We got it 18 months ago when the old one simply reached the end of its functioning ability and could not be repaired. We have already clocked up 251,257 copies in the 18 months so that gives you an idea of why the duplicator is so important to me. It is much more automatic and much cleaner to use-no inky hands which were inevitable when using the old machine. I know all the ladies involved in duplicating the bulletin will agree with me that it is excellent.

May I take time here to say ‘thank you’ to all the ladies (and one or two men) who help in duplicating the bulletin; folding the bulletin; folding anniversary letters and inserting them, with enclosures, in envelopes, which they have labelled, and typing envelopes for Elders' and Deacons' Minutes. They are faithful, committed, always cheerful and supportive of me and I very much appreciate each one of them.

As well as being personal secretary to the Pastor, which includes taking dictation and typing up correspondence (I really enjoy using my shorthand), I have many other duties and I’ll mention a few which may be of interest.

BULLETIN - Receive material for inclusion from the Pastor, Auxiliaries and others; compile and plan layout; edit and "juggle" to get everything that everyone wants in! Type.

MEMBERSHIP - Working with Elder in charge of membership, type letters to all applicants giving them appointments for interview with Elders, then write again when they are to be received into membership. Type a Verse Card for each new member and let the appropriate Elder know of a new member joining his group. I let the Church Secretary have a note of any changes of address, etc. which I've received or heard of. Please do remember to let me know if you have changed your address or 'phone number as this is a great help in keeping the Roll up to date.

VISITORS LETTERS - Type and send out letters to those completing visitors' cards Sunday by Sunday. Pass names of Students and Edinburgh Residents on to Committees and Elders who make visits.

DUPLICATING - Duplicate congregational letters, sermon outlines and orders of service, annual church accounts, membership and other forms, pastoral groups venues and anything else required in large numbers

.

LITERATURE RACKS - I look after the racks on the stairways, keeping them tidy and replenished with the required literature. This means keeping an eye on the level of the stock, duplicating more membership/associate membership forms as required and contacting others who have leaflets, envelopes, etc. in the racks when their stocks are running low.. I attend to the racks first thing on a Friday afternoon, or if too busy then, after 5 o'clock so that they are stocked and tidy for Sunday.

THE CHURCH DIARY - For a few years now I’ve had to deal with all bookings for organisations wishing to use the church premises. This involves taking telephone calls and receiving notes from our own auxiliaries and receiving letters from and replying to outside organisations. Once the bookings are fixed in the diary, I pass them on to the Caretaker so that he or the Assistant Caretaker can be in attendance and arrange for heating, etc

I hope this gives a little insight into some of the work I’m involved in.

It is nearly 13 years now since I became Pastor's Secretary at Charlotte Chapel and it has been a privilege to have served the Lord, Pastors and the fellowship in this way. I've got to know many of you, some personally, others only as voices on the end of the 'phone, and I have shared many of your joys and sorrows. Thank you to those, some known and many unknown, who faithfully remember me in prayer.’

Salary was £9,500 from April 1994, £10,000 from April 1995, £10,500 from April 1996.

Miss Ella Bruce retired on 5 February 1997, after 16 years of loyal and committed service as pastor’s secretary. From a narrow room in the Chapel, now part of the kitchen, with only a typewriter, a single telephone and an ink-based duplicator, she willingly took in her stride the transition to a suite of offices with networked P.C.s, fax, e​-mail, key-phones, a scanner and a high speed photocopier. During the vacancy between 1987 and 1992, Miss Bruce ‘was’ the Chapel team, at all times helpful, courteous and an encyclopaedia of knowledge. 800 weekly bulletins and sixteen Anniversary letters are only a tiny but visible part of her contribution over the years. The congregation expressed their appreciation with a warm round of sustained applause on Sunday 3 March, after a presentation to Miss Bruce of gifts from the office bearers, the membership as a whole and a bouquet of flowers. 
In 1996, Miss Betty McNee and Miss Evelyn Sangster also worked in the church office and covered for holidays.

Mrs Laura Vermeulen

Ella Bruce retired in February 1997. Her duties had mushroomed, as described above, and even more was required as the office computerized. It was decided to got for an ‘Office Administrator’ rather than another ‘pastor’s secretary’. Mrs Laura Vermeulen was appointed in January 1997 and, recognizing the new role, the starting salary was £13,000.

In March 1997, Betty McNee and Evelyn Sangster wished to retire, so Laura dropped back to 15.5 hours per week, 9 a.m. to 3.30 p.m., and Miss Gill Heald worked in the office from 1 to 5 p.m. Monday to Friday, and continued after her marriage to Steve Earl (a computer expert, who gave valuable technical advice). Gill left temporarily in July 1999, to return to university, and Miss Ruth Ardron took over the afternoon slot. When she retired, Gill returned and helped out as long as she was studying. When she completed her studies in May 2000, and was looking for full-time employment, the Chapel advertised in the bulletin for someone for 15 hours a week.

Barry Sharry started in August 2000, doing basically 15 hours per week but covering full-time when Laura was off. When Laura left on 11 May 2001, for a new job with the Church of Scotland, Barry was in charge until Moira Livingstone stared on 22 May. Laura retained her membership in the Chapel, and was active in various spheres. Moira was not a Chapel member, as she had a membership elsewhere (the first to be appointed to this post who was not a member), but she coped magnificently and efficiently with the increasing complex equipment required to run such an office.  

Moira Livingstone described her background, and how she came to be the Chapel’s office administrator, in an article in the Record.

For the last two years I have been working as the Office Administrator of Charlotte Baptist Chapel. I work from about 9 until 5 (ish), Monday to Friday in the Chapel’s Office in South Charlotte Street with Brian Sharry and the Pastoral Team. My job is very varied and consists mainly of administration work, producing the Record and Annual Report and dealing with Office finance. The Bulletin is produced in the office but usually Brian is responsible for this.

I am the eldest of a family of six (one sister and four brothers) and was brought up as a Roman Catholic until the age of 11 years. Although my parents were not Christians, I attended Sunday School – not only in one place, but in three! – Roman Catholic, Brethren and Baptist. I had quite an ecumenical upbringing.

When I reached high school age, I went to Whitburn Academy, which took in all religions. By this time, and with the influence of my Aunt and Uncle, I was regularly attending Bathgate Baptist Church.

I realised at the age of 15 years, whilst on a Church camping holiday, that although I was a good person, I was still in the eyes of God, a sinner. That summer I gave my life to Him. I was baptised when I was 16 and the verse I was given was: ‘I have set the Lord always before me. Because He is at my right hand, 1 shall not be shaken.’ Psalm 16:8

I was married in 1980 and have two girls: Lorna who is 20 and Andrea who is 15. I worked as a Registrar of Births, Deaths and Marriages for 15 years before moving to Greenock. Over the following years, I moved to several places: I ended up in Helston, Cornwall, where I lived for 10 years. In 1997 I started work in a Solicitor's Office and eventually began my training as a Legal Executive. This was something I really enjoyed and I really wanted to concentrate on Family Law but little did I realise that my life was going to change forever.

I separated from my husband just before Christmas 1998, and in November 2000 my Mother died suddenly. I was angry, confused and bitterly disappointed in God for what was happening to me. I asked all the usual questions: Why me? What had I done to deserve this? How was I going to cope? At this time, I found it very difficult to attend Church and be around other Christians and it took me a long time to get over this period in my life. I was relying on my own strength, not God’s.

During this time, my baptismal verse kept coming back to me and this was the one thing that kept me going. My work was also a great source of help. I was dealing with other women and men who were going through marriage break-up themselves and each and every story seemed to be worse than the one before. I believe this was God giving me the strength to carry on and guiding me through this awful time – I saw people in worse situations than mine. At least I had Him.

Because of my family commitments, I made the move back to Bathgate in May 2001. By this time, Lorna was at Edinburgh University and living in Edinburgh; Andrea was at a stage at school where she could move without harming her work. The move meant that I needed a new house and a new job, and I needed them immediately! I had a copy of the Scotsman sent to my home in Cornwall every week to look for a job. I also looked at Estate Agent’s web sites on the Internet for a house. I wanted to work in a Solicitor's Office as I enjoyed this kind of work, but God had other plans for me!

I saw the advertisement for the Office Administrator’s post at Charlotte Chapel from out of nowhere (to my mind, of course). I thought I would apply. Apply I did, and the rest is history. The same week I came up to Edinburgh for the interview, I viewed several houses and made

an offer for the one I am in at present. I had a job and a new home in the same week. I am reminded of another verse that is a favourite of mine: In all things God works for the good of those who love Him, who have been called according to His purpose.’ Romans 8:28

To this day, I am grateful to God for how He has loved me and protected both myself and my family over the last few years. He has kept and guided us as a family and continues to strengthen us day-by-day.

Moira and Barry continue as a team, in an increasingly complex situation, as this book goes to the printer in August 2007.
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