Parish Logo
	XXXXX Parish & Church Name

Job Description


	JOB TITLE: 
	Administrative Assistant / Parish Administrator / Church Administrator

	LINE MANAGER:

	XXX Parochial Church Council (PCC) OR Incumbent 

	HOURS
	

	SALARY:
	£XXX per annum (pro rata £XXXX)

	LOCATION:
	XXXXX (Based in Church Office)



	JOB SUMMARY

	





	KEY RELATIONSHIPS 

	





SAFEGUARDING 
The Diocese of Bristol is committed to safeguarding, safer recruiting practice and promoting the   welfare of children, young people and vulnerable adults and expect all staff and volunteers to share this commitment. 

	MAIN RESPONSIBILITIES

	

	



	XX PERSON SPECIFICATION 
To enable us to shortlist in a fair and unbiased way it is helpful if you provide us with sufficient information to demonstrate how your skills and experiences meet or exceed the criteria outlined in the vacancy description.


	Attributes
	Essential
	Desirable

	Experience
	
	

	Education/Qualifications
	· Educated to A level standard or equivalent

	

	Skills/Ability
	· Excellent IT skills including MS Office, databases and spreadsheets and accounts applications. 

	

	Personal 
	· To be fully supportive of the Christian objectives and ethos of the XXXXX
· Able to prioritise tasks, both personally and with colleagues, as part of a small busy team.
· 

	




GENERAL NOTES
This is a description of the job as it is constituted at the effective date shown.  It is the practice of the XXXXXX 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 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, the XXXX reserves the right to make changes to your job description following consultation.

CONTINUAL IMPROVEMENT
We want all our people to have good working experiences with us and we seek to continually improve our working systems and arrangements.  We welcome and encourage new ideas and suggestions about what we can do better

Date Effective: XX





































	


 
