Church Administrator Job Description

Church Administrator 
St John’s Haydon Wick is seeking a dedicated, organized, and proactive Church Administrator who is willing to support our ministry of loving Jesus, growing in Him and making Him known to our congregation, community and beyond. One who will be a central point of contact, ensure the smooth, efficient, and welcoming presence and operation of our office. To provide administrative assistance with all matters of administration in relation to St John’s Haydon Wick in all its activities

· Position: Church Administrator (Part-Time)
· Line Manager:   Vicar
· Hours: 15 hours per week
· Salary:  £14.22 hourly rate
· DBS Required
Key Responsibilities:
· Office Management: Overseeing daily office operations, maintaining office equipment, and managing supplies.
· Communication: Acting as the first point of contact, answering phones, managing emails, church rotas, and producing weekly bulletins and uploading our Sunday services on multimedia.
· Scheduling: Managing the church calendar, booking rooms for events, and scheduling volunteers. Deal with funeral enquiries, liaise with funeral directors and arrange organist. Advising/ reminding the clergy about banns, banns certificates, baptisms and weddings
· Support: Providing administrative support to the vicar, ministry leaders and congregation.
Requirements:
· Experience: Proven experience in office administration or a similar role.
· Skills: Strong computer skills e.g in Microsoft Office (Word, Excel), Media Shout, email, and familiarity with Canva. Excellent communication and interpersonal skills. Creative and managing communication on media.
· Attributes: Highly organized, detail-oriented, approachable, adaptable, self-motivated .
· Purpose of Role:
Our church exists to spread the good news of Jesus Christ to our local community and beyond and to serve and equip our church members. We are looking for someone to help us in this by facilitating and overseeing the day-to-day running of the church office, managing orders of service, rotas of different church ministries and support the vicar to take the church forward.


General Notes:

 It is the practice of the St John’s PCC to periodically review job descriptions, update them and ensure that they relate to the job performed, or to incorporate any proposed changes. This procedure will be conducted by the appropriate line manager in consultation with the post holder.

In these circumstances, it will be the aim to reach agreement on reasonable changes, but if agreement is not possible,  St John’s PCC reserves the right to make changes to your job description following consultation


If you would like further details, or to talk through any questions regarding this role, please contact: Rev Patches Chabala (01793 636397) or e-mail 
revpatches@stjohnshaydonwick.org.uk

To apply please send a CV and a cover letter to the e-mail above. In your cover letter please highlight how your experience and skills relate to the job description.


